the magazine fo we) vanagement ¢: executives 


A computer's speed is demonstrated at AMA electronics conference 


e Electronic units have prov ed themselves—AMA 


e How to insure your human relations program 
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How much would you guess a Revo-File 


can save you the first 37 minutes in your office? 


$100.00 


$200.00 


1. When you change froin slow-poke, money-wasting Revo-File, and go to work! Revo-File is the only 
card files to Revo-File, no costly transposition t required single-drum rotary card file of its type that lets you 
No new cards. No key-hole punched cards. Just pick do this. It saves an average of $200 in change-over 
up your present cards by handfuls, drop ‘em into a Costs often much more! (Is $200 what you guessed ?) 


2. No chance of losing cards! Re vo-File 3. No limits on work speed! Sine ¢ cards For big-volume card-filing! The new 
has an exclusive, patented method of are not attached, one or hundreds can be 


Mosler Roto-File can accommodate 

holding cards to drum without relying on removed and re-filed instantly. Easy to 
more than 80,000 cards. Has all the 

holes punched in cards or other methods — place Revo-File in most comfortable work- 


! exclusive features of Revo-File on 
of attachment, which often cause wear, ing position for any clerk. Cards come to 
rhs a bigger scale. Electrically controlled 
ae mutilation, and eventual “fall out’ of — Aer, not vice versa. All standard and most 
eee : drums rotate independently —several 
in cards from drum into base of file. (No — off-standard sizes accommodated. Manual 
SAD) a : clerks can work at same time 
a trapdoor needed in Revo-File.) and automatic electric selector models. 


if you have 3,000 or more active cards 


” Revo-File, Roto-File Div. @ The Mosier Safe Company, 
Dept OM-7, 320 Fifth Ave. New York |, N. Y 


which are used continuously for refer 


ence and posting, mail coupon, today’ Please send me complete information about (check items you wish ' 


\ roel Mosler Revo-File, world’s finest rotary card file Mosler Automatic Electric 
? Selector Revo-File New Mosler Roto-File for volume card-filing applications 
Jke las = POSITION 
Pj A Mb E 
AO | COMPANY 
e | 
. ADDRESS a 
Another fine product of 
RE ————E Ps lL — 
The Mosler Safe Company Sati ; a aaaee TF adidas amtaskseunioren 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 104 
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From ten ‘telephone branch offices”... 
$1000 in sales each week 


The Wm. 5. Bolden Company, 
industrial equipment distributor of 
Charleston, W. Va., gets an average 
of SLOO00 a week in sales from its ten 


“telephone branch offices.” 


In those cities, even though there 
are no actual branch offices, custom 
ers and prospects can telephone the 
Bolden Company without charge. 
kach call goes through to the com 
pany s headquarters in Charleston. 
For the customer, it is just like a 


local eall. 
When this Telephone Branch 


Office Service was started. the com 


pany let its customers know about it 


through its salesmen, by direct mail 
—and by a listing in the local tele 
phone directory. 


The company’s one actual branch 
office has been closed—saving 
$12,000 a year —with no loss of busi 


ness in that city. 


The cost? Only a small monthly 


charge. plus the cost of the calls 


If you'd like to know more about 
this and many other suggestions on 
how to bring in more out-of-town 
orders, just call your Bell Telephone 
susiness Office. A representative will 


visit you at your convenience. 


LONG DISTANCE RATES ARE LOW 


Here are tome examples 

Charleston, W. Va., to 

Cincinnati 
Milwaukee to Indianapolis 
Chicago to Buffalo 
Boston to Atlanta 
Washington, D. ¢ 

to San Francisco 


These are the daytime Station to Station tate 
for the first three min They do not metude 


the | federal exc 


Call by Number s Twice as Fast 


BELL TELEPHONE SYSTEM 
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| dreaded moving and all the 
problems that go with it 


One of our major concerns was new 


‘ 
— " 
‘ 
/ ‘ 
j \ 
\ 
\ 
/ ‘ 


furniture. The question was — could we 
afford it? 


“Why not talk with Macey-Fowler?”’ 
a wise friend recommended. We did so, 


and we're mighty pleased with the 
results. 


You'll find the answer to your office 
requirements in Macey-Fowler’s superb 
collection of fine office furniture. 
Whether you need a single filing cabinet 
or a complete executive suite .. . your 
furniture problem will be solved simply, 
efficiently and economically . . . the 
Macey-Fowler way. 
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Audit Bureau of Circulations 


office 
management 


Office Methods, Equipment, Personnel, and Purchasing 


Sponsor of the “Office of the Year” Awards 


in this issue: 


Management's new horizons (Editorial) 
Electronic units have proved themselves. AMA 


speakers dec are 


How to insure success for your human relations 
program 


by W. E. Dewey 
Office manager's role vital today. OMAC seminar told 


Standard units woven into custom design in new 
publishing office 


How you can read faster while learning more 
(Part 3) 
by Dr. Nila Banton Smith 
Forms their design. control. usage 
(Conclusion ) 
by George Biek 
Automation in the office 


Tools of the office series 
This month: Air conditioning equipment and fans 


4 DRAMATIC example of the 
potential offered business by 
electronic data processors was 
given at the reeent AMA  elee- 
tronies conference in New York 
(See story, page 22). One of 
the speakers phoned a problem 
to a computer installation at 


another location, and reeeived 
his answer in a matter of min- 
uter—evidence, not only of the 
machine's speed, but also of one 
unit's ability to serve the needs 
of decentralized management in 


seattered locations. 
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Gives You MordGood Days 


HARTER 67-T 


EXECUTIVE 
POSTURE CHAIR 


the Office 


This chair helps you work, comfortably. New, compact design 


lets you move about freely without bumping your desk. Puts 


you close to your work without straining or sitting on edge. 


And the Harter 67-T gives you the same kind of comfort 


you'll find in large chairs—seat and back tilt together 


perfect synchronization, You can lean back and relax without 


your feet leaving the floor, 


You'll find, too, 5 adjustments that are essential for the chair 


to fit you personally, This chair encourages good posture 


to help you resist fatigue, 


Seat and back provide the cool comfort of foam rubber and, 


yet, the compact overall dimensions give you a chair that makes 


working a pleasure. A free trial of the 


own office will prove it. 


Write for informative booklet, 


" Posture 


Harter 67-T in your 


Seating Makes 


Senses” Well send name of your nearest Harter dealer. 


HARTER CORPORATION 


“Tee 


In| A) ATER 


s$TUR GI , 1cuH 


For More Information From Advertisers Use Readers’ 
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| 432 Prairie, Sturgis, Michigan 


in Canada: Harter Metal Furniture Ltd., Guelph, Ontario 


POSTURE 
CHAIRS 


Older workers are efficient, 
OMAC survey shows 
The Othce 


of Chicago recently conducted a survey 


Management Association 
on employment practices in the Chi- 
cago area with respect to older persons 
and physically handicapped individuals. 
The survey brought responses from 170 
companies employing a total of 67,129 
othce workers. 

OMAC reports that three quarters of 
these firms observe no age limits in 
hiring workers lor permanent positions 
ithough limits sometimes are set for 
certain occupations. Few of the com- 
panies polled said that they set any 
aye restrictions hiring temporary Of 
part time ofhce personnel. 

According to this study, the general 
reaction to the services of older work 
ers was highly favorable. Only two 
companies reported poor work trom 
the ir older « mployees. 

Kighty per cent of the firms surveyed 


stated that they employ physically 


| hand apped individuals when possible. 


Inquiry Coupon on Page |04 


Of these, about half said the results 
had been good and 23 claimed excel 
lent results. Twenty reported fair work 
and two felt the results had been poor 

The survey covered manufacturing, 
retailing, wholesaling, public utility, 
government, 


j 
banking, insurance, and 


other types of organizations. 


Conferences in April cover 
variety of subjects 
\mong the numerous events sched 
uled for April which are of interest to 

office executives are the following: 

\ two-day conterence on industry 
scheduled for 
April 10-11 at Gould House, Ardsley 
on-Hudson, New York. The confer 


ence theme is “Communities in Crisis 


community relations, 


\ Problem tor Management.” The 
program 1s jointly sponsored by the 
Society for Advancement of Manage 
ment and New York University 
\ Symposium for Management on 
Analog 
Computers, to be held April 10-12 at 
the Hotel Phillips, Kansas City, Mo. 
under the sponsorship of the Midwest 


Industrial] \pplications — of 


Research Institute, in cooperation with 
technical societies 

he general meeting of the Railway 
Systems and Procedures Association, t 
be held at the Hotel Morrison, Chi Igo, 
April 17-19 Topics to be discussed 
nelucte Integrated Data Processing 


“Inter-Railroad 


without a ( omputer, 
Use of Common Data Proce sing Facil 


ities, ‘Integration ot Inventory Con 
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Picture of an extra dividend that won't be paid 


ALAS, POOR STOCKHOLDERS! Sales and 
earnings were healthy, and they’d been 
led to expect the “extra’’— but the cash 
just wasn’t available. It was tied up in 
finished goods. 


Over-production got the blame, and 
rightly. The cause? A lack of timely re- 
ports which could relate what was being 
made to what was being sold 
inventory could get out of hand. 


hefore 


With Keysort punched-card accounting, 
this company could have streamlined its 
complex operations bringing its raw 
materials, work-in-process and finished 
product in line with consumer demand. 


With inventory tighter, working capital 
would have hit a new high providing 
cash for new equipment, and in all likeli 
hood, that extra dividend. 

A McBee Keysort installation can vive 
you accurate, comprehensive reports on 
every phase of factory operation, and give 
them to you fast. Monthly, weekly, dail 

depending on your needs, Whether you 
run a 100-man branch plant or an in 
dustrial giant. At remarkabl 


low cost 


The trained McBee man near you has a 
presentation which will show 
done. It tale how 


te finish, Phone him, or write u 


ou how it’ 


just one from 


e eeee © © ete, .e%@ eee, e060 
340° Seco *e,°° rr ° : ses” 4 
: “e Seow S$ eee S09 S$ % & » he 
Punched-card accounting for any business at) 
Manufactured exclusively by The Meee Company, Athens, Ohio ¢  Liivision of Koval Mebee Corporation il ee 
Olive n principal cities * In Canada: The McBee Compas bid. 179 Bart ey Drive, loronte 16, Ontario :G 
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Mew 


hand cleaner 


FLOATS OUT 
HECTOGRAPH, 
RIBBON, CARBON, 
INK STAINS— 
GENTLY, SAFELY! 


Clean Hands gently ™ * Ir 
removes stubborn Gin afl 

: : Me yt 
office stains—including + 
hectograph dye— without re sortie’! 
to harsh abrasives and solvents, 

c 

Your girls will thank you because 
it ends “chemical hands” * 
and cracked cuticles . . . ends 


scrubbing, too! 

When Clean Hands is applied 
before starting the office day, 
annoying stains can’t set. Grimiest 


grime rinses away cflortlessly. 


Free BAMPlLle 5056 661 Wis bee sample 


bottle. Just fill in and mail with your company letterhead 


COLUMBIA RIBBON & CARBON MFG. CO, Inc 
674 Herb Hill Road, Glen Cove, N.Y 


Fill in and send with company letterhead 


Nome 


Company 
Street 


City lone Stote 


trol Problems,” and “Inter-Railroad 
Integration.” 

The sixth conference of the Inter 
national Association of Personnel Wo- 
men, set for the Warwick Hotel, Phila 
delphia, April 19-21. The genera! 
theme of this conference is “Personne! 
Management Looks Ahead.” 

\ Special Conterence on Systems 
Planning and Control, sponsored by the 
Office Management Division of the 
American Management Association, 
which will take place at the Hotel 
Roosevelt, New York, April 23-24. 
(See program announcement, page 23.) 

The fifth annual meeting of the Na- 
tional Microfilm Association, at the 
Congress Hotel, Chicago, April 23-24. 
In addition to papers and panel discus 
sions, the program will provide for the 
exhibition of equipment, supplies, and 
techniques of interest in this field 

The second half of this year’s British 
Industries Fair, to take place in Eng 
land, April 23-May 4. Office machinery 
and equipment will be shown at Olym 
pia Hall, London, along with other 
types of products. Heavy industry 
trades will be represented at the portion 
of the Fair scheduled for Castle Brom. 
wich, Birmingham. 


The ninth annual Southern Califor 
nia Business Show, to be held at the 
Ambassador Hotel, Los Angeles under 
the sponsorship of the National Asso 
ciation of Cost Accountants, April 24 
27. 

The eleventh annual Management 
Engineering Conterence of the Society 
for Advancement of Management and 
the Management Division of the Amer 
ican Society of Mechanical Engineers, 
planned for April 26-27 at New York’s 
Hotel Statler. Among the topics to be 
discussed are operations research, infor 
mation processing, automation, work 
measurement, statistical techniques, ma 
terial handling, maintenance control, 
and cost reduction, 

The German Industries Fair, to be 
held April 29-May 8 at Hannover, 
Germany. Among the many categories 
of products to be exhibited will be 
ofhce equipment of various types. 

Other April events include a regional! 
conterence of the Nationa! Association 
of Cost Accountants, at the Benjamin 
Franklin Hotel, Philadelphia, April 6-7 
the American as Associa 


tions Finance Conterence, ce voted 1 


to 
“Management ind Taxes,” at the Hote 
Plaza, New York, April 19-20; the 
Foremen Management Conference, at 
Purdue . University, Lafavette. Ind. 
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APPLYING RECORDAK MICROFIL 


z 


y 
E 
oF 
Ei 


Prescriptions are photographed by pressing a button on Recordak Junior Microfilmer, which has a built-in files reader, too 


Pressing a button 
files her prescription im all branches 


l., many cities you can now leave your prescription 
ata pharma y... have it re-filled at the most con- 


venient branch. 


\ simple routine makes this new customer service 
possible—all the pres riptions received at each bran h 
are pentodically photographed im a Recordak Junior 
Microfilmer. 


Then, the Recordak film copres—thousands of prese rip- 
tionson each roll—are filed at the finge rtyps in all brane hes, 
Ready for immediate ranew in a Recordak Film Reader. 
If a refill requires a doctor's signature, the pharmacist 
sunply copies the preseription and forwards it) for 


approval A convemence for customer and doctor alike! 


“Short Cuts 
That Save Millions” 
Contains valuable tips 
for vour office, based 
on the experiences of 
more than 100 differ- — 
ent types of business 
thousands of concerns 
—now using Recordak 
Microtilming 


( smnipany 


( ty 


APRIL 1956 


The Savinys filing Space and reference tithe oon the 
branch pharmae ies—nol to mention the increased prescrip- 
Hion business—more than cover all microhlmimng costs 
Just another example, this, of the way Recordak Mi 
crofilming Is simplifying routines, ¢ xpanding OP pPorcunity 
for more than 100 different lypes of husiness, thousands of 


concerns. Clances are it can do the same for you! 


“Reeordak” wu a trade mark 


SRECORDKRK 


(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming — 
and its application to business systems 


RECORDAK CORPORATIHC IN (Subadiary of kastman he dak Ca mpany) 
4) y Maclison Ave fitic, 


Gentlemen: Please send me a copy of “Short Cats That Save Millions 


New York 17, N.\ 


Position 
Street 


State 
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A Solution for Your Specific 
Business Form Problem! 


Get an unbiased recommendation! Deal with a company 
that carries a complete line of business forms. Get expert advice 
from professional salesmen, with years of experience devising 
systems for many of America’s leading business houses. 


Yes... our salesmen are expert “‘system-planners.”’ They'll 
help your operation by recommending the exact form neces- 
sary for trouble-free results. And because our line is complete, 
you get unbiased recommendations, excellent business form 
service for any need—when you need it! 


Write today for unmistakable proof that we can help solve 
your business form problem. The Baltimore Business Forms 
Co., 3134 Frederick Avenue, Baltimore 29, Md. 


The Raltimore Business Forms Company 


(The Baltimore Salesbook Co.) 
Saving time and reducing costs in business and , qa, 


\ 


) \. HANDYSET ONE-TIME - 
|) @\ carson Me 
“ FORMS ¢ - Be te, 


MULTIPLE ts 
PO 
\. copy r00KS SS OP | 
‘ ~~ — o ad 


‘<a y 
y 


shy 


CONTINUOUS . 
FORMS NCR FORMS & 


COUNTER REGISTERS 


AND FORMS 


(no carbon required 


’ 


April 20-21; another NACA Regional 
Cost Conference, at the Olds Hotel, 
Lansing, Mich., April 21; National Se 
retaries Week, April 22-28; the Busi 


ness Economists Conference, at the 
University of Chicago, April 26-27; and 
the Western Conterence of the Con 
trollers Institute of America, at the 
Arizona tiltmore Hotel, Phoenix, 
April 26-28 


NOMA offers program 
to improve spelling 

\ program to improve the ability ot 
students to spell correctly has been en 
thusiastically received, a cording to the 
National Office Management Associa 
tion, which undertook it for the first 
time last year 
Dur ny the 1954-55 school vear, 
| 


about 8,000 students took part in the 


plan, and NOMA now reports a de 
mand for a program three times as 
large this year. 

The program consisted simply of 
three test Lach test contained 100 
words used frequently in business. It 
was found that only 36 students of the 
8,000 participating could pass the first 
t 


st Chree passed both the first and 
second, but no one passed all three. 

NOMA has now revised the pro 
gram so that a printed list of 900 key 
words can be supplied to each student 
in preparation for taking the tests 
Certificates will be issued to those who 
ichieve passing grades. 

The tests are issued without charge 
to schools and teachers wishing to par 
ticipate. They are obtained from local 
chapters of NOMA. Where informa 
tion on local chapters Is not available, 
I’. W. Kling, National Office Manage 
ment Association, 132 W. Chelten 


Ave., Philadelphia, is prepared to offer 


help 

NOMA’s business education activities 
have been considerably expanded this 
year Among other program now 
being made available are “clerical per 
formance’ texts, booklets ce igned to 
intorm stuck nts as to “what ofhice \A ork 

ill about,” organization in the local 
chapters ol] spe ikers bureaus to pro ide 
school lecture son various othec subye ts, 
establishing “Junior NOMA” groups 
in high schools, and a program tor 
equipping high schools with office 


equipment nee led tor instructional pur 
poses Not all of these are offered na 
tionally, having in some cases been 
undertaken only by individual chap 


ters 


. . , 
The Association also plans to con 


10 For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 104 OFFICE MANAGEMENT 


— —————— be — ~~ - — 
- ; , . SIE ais bi i mf ; . 
: , > . — Es 7 
“the = i ‘ —_ 4 \ mn & 
2: ~/ | oe | 
~ az a L oie 
arp . , ~~ —_ — /, “= 
| 2 = a 
ap ee j j } 
: ; =" =~ 
| : SD \ = 
=: ec 3 Ps 
ue \ . . i | 
- . es | 
7 4 5— : ° e 7-7 
tt & . ; e A ee 
ys, = eek bb /. » ; Va ‘ef 
s \ Zé a ~~ Saree Bae a: 
| 
: Be 
cone — = 
. ‘i » — — ™~ Re ‘ 
ms.¥) ox, —< \\ . 
y ri — x f $¢ WN F 
. > Fl D . a ote Y >’ VY —ae/ ~ 
: SA RAN “<A 
> WR 
+ : Ay yr 
: ~ x | —_ 
ar -———- i] 
ee 
; : 4 - 
a oe aa Se i ae re Fe eee my 
ie ee ie oo a a aaa aaa: Va ck. a 


GLOBE-WERNICKE at 


% 


makes business a pleasure ~ Vy 


Your day begins with a smile of antic ipation when you Globe Wernicke dealer (listed in the phone hook'’s Yellow 
work in a TECHNIPLAN oflice like this. You know it is Pages under “Office Furniture’) for our free illustrated 
perfect because you designed it .from Techniplan modu- — booklet “Techniplan’. Or write us direct, 
lar components. And it's solid pole asure the way Techniplan Dy pt. G1. 

“clears the desk for action,” yet keeps important business 
aids within arm's reach. 

Techniplan is Globe Wernicke’s original all-steel modu- 


lar ofhes equipment. In your private ollee. it is a master- 


piece of warmth. beauty and practical simplicity. In the 
general othee, it is an une qualle d marvel of functional effiei- 
ency. If you would like to see Techniplan applied to your 


own othe proble ms, have your secretary write your 


CINCINNATI 12, OHIO 


MANUFACTURERS + THE WORLDS FINEST OFF ft £0 win 
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HAMMERMILL LEDGER'S TWO 
SPECIALIZED FINISHES help keep 


your bookkeeping straight! 


\V HETHER you do your accounting in pen and ink or by machine, 
' there is a specially designed Hammermill Ledger finish made 
for you. For bookkeeping machines, Hammermill Ledger's” Posting 
finish” won't slip on the platen —keeps the paper straight in the 
machine, keeps the entries aligned. 

Hammermill Ledger's “Ledger finish” makes for the clean, neat, 
legible figeures in pen and ink you need for easily read records. 
Both finishes are watermarked and both have a firm, level surface 
that takes crisp ruling and printing. 

Both finishes are glare-free with soft colors to reduce eye strain 
and fatigue. This kind of paper helps your bookkeepers work 
faster and more accurately. 

You ll be pleased with the long-life and rugged strength of 
Hammermill Ledger. Its made to stand up under years of han- 
dling. Write now, on your business letterhead, for free samples, 
Hammermill Paper Company, 1471 East Lake Road, Erie 6, Pa, 


MMERA, costs no 
wt LEDGER “<n 


—and actually less than many other watermarked ledger popers 


tinue its practice of honoring high 
school business teachers each year. 
Fach chapter is invited to select and 
nonor an outstanding teacher in its 
ommunity, and one teacher will be 
honored as the “National Business 
Teacher of the Year” at NOMA'’s 
orthcoming International Conference 
I 


heduled to be held in Philadelphia, 


In Short— 


Office equipment companies show 
record 1955 profits 
1955 was a good year lor the ofhce 


a 
equipment industry, as well as for bu 


recently issued by leading manutactur 
ers. The reports also reflect the grow 
ing interest on the part of the nation’s 
ofhices in furnishing themselves with 
modern equipment. Typical reports 
luded the following 

Marchant Calculators, Inc. showed a 
net income after Federal income taxes 
of $1,558,554, an increase over the cor 
responding 1954 figure of $988,734. 
karnings per share were $2.75, where 
is in 1954 they were $1.75. 

Pitney-Bowes, Inc. reported a net 
profit in 1955 of $3,566,122. In 1954 
net profit was $2,953,467. Earnings per 
share were $2.82 in 1955, $2.41 the 
year betore. 

Dictaphone Corp. had a net income 
of $2,084,107 in 1955, compared to $1,- 
327,727 the preceding year. Last year’s 
carnings per share of common. stock 
were $14.27, compared to $10.59 in 
1954, 

Burroughs Corp. reporting its own 
operations and those of The Todd Co. 
and the Charlies R. Hadley Co., both 
acquired during the year as wholly 
owned subsidiaries, stated that its in 
come alter taxes was $12,149,753, or 
$2.19 per share. Burroughs’ earnings 
per share in 1954 were $1.83, this fig 
ure, of course, not including Todd and 


| ladle y oper ions. 


Records management fellowships 
offered by NRMC 

Three fellowships for advanced 
study this summer in the held of rec 
ords management will be awarded by 
the National Records Management 
Council, Inc., 555 Fifth Ave., New 
York, according to a recent announce 
ment by President Robert A. Shiff. 
Che grants, which are of $1,000 each, 
provide for three months of research. 


Enrolled graduate students and college 
4 S 
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““Cbalional Accounting Machines save us $32,290 
a year...return 74% annually on our investment!”’ 


—JACOBSEN MANUFACTURING CO., Rocine Wisconsin 


“National Accounting Machines save us 
$32,290 a year — repaying 74% annually 
on our investment. 

“Our business is seasonal and highly 
competitive —a combination requiring 
the most versatile accounting equipment 
available. Our flexible and efficient Na- 
tionals have met this demand. They enable 
our operators to keep ahead of schedule. 
Peak work periods are eliminated. Current 
accounting details are always available. 


“Our use of National Accounting Ma- 
chines to control Sales Analysis, Accounts 
Receivable, Accounts Payable and Payroll 
for Jacobsen Manufacturing Company and 
its subsidiaries has contributed much to 
the success of our operations.” 


OQ. 7) 


President 


THE NATIONAL CASH REGISTER COMPANY, varron 9, onio 
989 OFFICES IN 94 COUNTRIES 


APRIL 1956 
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In your business, too, National ma- 
chines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Y our near- 
by National man will gladly show 
how much you can save—and why 
your operators will be happier 
(See yellow pages of your phone 
book, or write to us at Dayton 
9, Ohio) 


‘- 


ACCOUNTING MACHINES 


ADDING MACHINES » CASH REGISTERS — 
PE AS See | 
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ind university taculty members are 
“4 cligibie, The deadline tor hing appii ~ a) 
TY FE ONCE Cations 1s May 15. f ’ 
ON THE Addressograph forms Brazilian ' 4 
subsidiary | 


The Addressograph-Multigraph Co 


FLEXOWRITER 


AUTOMATIC WRITING MACHINE 


of Cleveland, manufacturer of address 
; 
' : 


" iy and duplicating equipment, has an 


” 
nounced the establishment of Addresso a | 
graph-Multigraph do Brazil as a sub P 

diary company. A-M has had a par f 
ticipating interest in the Brazilian firm 5 f 

nee 1939 
NOMA publishes three new : 

. ’ 
office standards -. 

+ 
In the attempt to simplify othce op “Se 


lecting offce equipment and proce 


erations by establishing standards al f ' 


dures, the National Office Management i 
2 Association, 132 W. Chelten§ Ave., : } 
Philadelphia, has added to its list of te. 
- 
Office Standards three new items -* 
The first, called “Basic Sheet Sizes > 
ind Standard Stock Sizes for Bond Mes ‘ 
C] ¢ x ra Papers and Index Bristols,” was pre + 
a . ‘ pared “in order to encourage the use Oe. 
- 
THE TAPE DOES THE WORK © i vwriiy wile sires: , 
J ; The second, “Specifications for Bank _ 
\ a oe: ee | Cs & ont Checks,” establishes certain sizes for w-. 
chécks in the hope ot improving check 
SAVES REWRITING © REDUCES ERRORS © EASY TO USE © SAVES MONEY / - 
z handling procedures by eliminating as - 
- - a . = 
« { . ¢ e 
ay PUT THESE FLEXOWRITER many of the non-standard sizes as > 
APPLICATIONS ON TAPE When typing a letter, invoice, purchase possible -. 
ns order, or any other business form on the The third is entitled, “Check List of o 
Letters : : ; Machine Features for Select; 1D “6 
Envelopes Mlexowriter, a paper tape is automatically a oS oe 8 ON = 
. ; scriptive Accounting Machine,” and 
Invoices punched at the same time —-capturing the | cco g Mac 
Statements ° ° “— ° intended to help the prospective buyer 
typing right at the original source in 
; Policies ; = > weigh the merits of machines of dit 
; Controcte coded form. Tape is fed through the same : 
y @ = d : erent designs, as applied to the job 
Proposals machine or other Flexowriters, or many 
Sanaatl ; : he needs to have done. 
Paper Plates Lape operated business systems machines NOMA has previously published fit 
Spirit Masters to produce subsequent data automatic ally. teen other standards on such subjects as 
Gelatin Masters Punched paper Lape, produ ed by Ih lex- “Othee Space Assignime ats,” “Dimen 
Address Stencils : 4 _ 
Canin owriters or other systems machines, can sions of Desks and Tables tor Genera 
Radio Scripts be translated by the Flexowriter into Ofhce Use,” “Definition of Posture : P 
Publicity Releases printed form at 100 words per minute, Chair,” “Flow Process Charts,” and 
Engineering From simple applications such as: auto- “Othce Lighting — Practices. New 
Specifications : ey. gee Loven _— | | 
Price Lists matic letter writing, label writing, billing, standards are being developed constant 
Directories or master preparation to detailed inte- ly. 
Menus . . . : 
grated systems applications, Flexowriters ; ; : 
Bulletins 7 s é Music praised as aid to morale 
are now serving business and industry all 


of employees 


over the world by mechanizing paper work. Company orchestras, bands, and sim 
i if xroups are a valuable means of 


developing the loyalty and responsibility 
pinyp } 


of employees toward their company 
I I 


COMMERCIAL CONTROLS CORPORATION, 


said John W. Fulton, executive vice 
DEPT. OM-46 | Leighton Ave., Rochester 2, N. Y. 


president of the American Music Con 


(J Send folio “How Flexowriters Integrate Name = ference, in an address to delegates to 
Data Processing.” c the Industrial Music Clinic at Purdue 
(CF | would like to see a FLEXOWRITER demon- pany - ; 
University on February 16 
stration, Address , 
() We are interested in FLEXOWRITERS for Of the newly graduated students 


= City State entering industry each year, said Mr: 


Sales and service offices listed in classified telephone directory under’ Typewriters — Avtomotic.”’ Fulton, 90 per cent participate in musi 
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Robbins Floor Products, Inc., Tisciumbin 
Ala created this smartly styled modern 
Hooring. It's homogenous vinyl tile with a 
wight and lustrous sheen. Molded from 
Bakewire Brand Vinyl Resins, it thoroughly 
resists wear, stains and soiling, de pite heavi 
est traflic The easiest of cleaning keep it 


beautiful color bright and unmarred for 


(p-to-date stylin 0 a 
vears-{o-Come Savings 


but that’s only part of the many 


advantages of flooring made of 


BAKELITE COMPANY, 1 Division of Union Carbide and Carbon ¢ orporation UCC) 10 Fast 420d Street 
The term Bakxeurre and the Trefoil Svinbol are registered trade-mark fice 
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OFFSET «+ SPIRIT’ « DIAZO 


New developments in xerography 
make it the one, all-purpose, fast 
and economical process for copying 
anything written, typed, printed or 
drawn, onto different types of 
masters for duplicating, at low cost. 

Now you can copy subjects like 
those shown above onto offset paper 
masters, pre-sensitized positive 
working metal masters, spirit: (*or 
other fluid-type masters), translu- 


cent masters, by this versatile, photo- 


WRIT 


(ZE-ROG-RA-FEE) 


SAVE time 


AND MONEY 


WITH 


XEROGRAPHY — 


the one, 
all-purpose, fast, 
economical 
process for 
copying subjects 
like these onto 
masters for 
duplicating by 
offset, spirit 

or diazo. 


exact, dry, electrostatic process. 
Versatile xerography provides the 
solution to your copying needs. 
Original copy can be enlarged, re- 
duced or made same size. Masters 
can be made from opaque originals 
or from copy on both sides. Only 
with XeroX” copying equipment 
can you prepare masters for many 
types of duplicating with one quick, 
economical process. Nerography 


for speed and savings! 


for “proof of performance” folders showing how xerography is saving time 
and thousands of dollars for companies of all kinds, large and small. 


THE HALOID COMPANY 


56-4X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


 XEROGRAPHY 


The fastest, cheapest, most versatile way te make masters for duplicating 


SPEED PAPERWORK! CUT DUPLICATING COSTS | 


wt KEROGRAPHY 


Copy onto masters for any of these duplicating processes 


| 
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| activity of some kind. “That is why 
today—and increasingly so in the fu 
ture—more and more employees will 
have a music background, will enjoy 
making music, and will hope for the 
chance to continue with it,” he pointed 
out. 

Noting that this interest provides a 
basis lor good company employee rela 
tions, the speaker also said, “Company 
instrumental groups afford fine oppor 
tunities for effective results in the fields 
of public relations and industrial rela 
They 


means of bringing employees and their 


tions. 


provide a wonderful 


‘ | | 
PAMMILICS 1OSet 


to the company through 
oncerts. They are idea) for co npany 
participation in « event And 
mus! 16 Teasible for everyone t has 


open to oth exes, and 
iil type “a 6) 
Mr. Fulton offered the issistance of! 
the American Musi 


COM panic } 


people 


Conterence to 
wishing help in establish 
ing musical organizations. AMC is lo 
cated at 332 S. Michigan Ave., Chicago. 


Cincinnati Business Show announces 
change of date 

Earl J. Winter, business manager for 
the Cincinnati Office & Business I quip 
ment Show, has announced that the 
show will be held at the Hotel Shera 
ton-Gibson, October 9-11 
16-18, 


instead of 


October as previously an 


nounced 


Clary establishes education program 
to fill gap between school and job 


\ new school plan designed to sup 
plement standard business education 
programs by “filling the gap between 
the know-how of the textbook and the 
know-how resulting from experience on 
the job” has been introduced by the 
Clary Corp., manufacturer of business 
machines, of San Gabriel, Calif. 


Under the program, teachers in pub 
lic, private, and parochial schools will 
he offered free teaching aids and class 
room demonstrations. Clary is present 
ing the program in association with 
the Foundation for Business Education, 
Inc. 


Cal Tech establishes benefits 
and insurance research center 

The Industrial Relations Section of 
the Califernia Institute of Technology, 
Pasadena, Calif., has announced the 


| establishment of a Benefits and Insur 


ance Research Center. Dr. Michael T. 
Werme! has been appointed research 
director. 
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NEW QUIET 
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EW COLOR 


<> 


_.NEW CALCULATOR > 


These new Burroughs Calculators are made to be seen and not heard! 
They're as silent as they're sleek, yet their beauty is far from skin deep. 
They are amazingly accurate, efficient, economical and easy to operate! 
There's a Burroughs for every need in the new Series C, Phone 
our nearest branch office. Burroughs Corporation, Detroit 32, Michigan 


SUR ROVaNnSs ‘ss 
A TRAOe- MAR 


L 
APRIL 1956 For 
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Your office 


a - 


a > Pt 
— Invincible executive suite 


~ in Driftwood Tan 


~ 


with metal furniture by INVINCIBLE 
business-engineered in CO/Or 


the General Office Wouldn't you like a custom-planned office like this? 


Scores of oflice suiles ind froups 


; ‘ ‘ are now possible with 
; & ’ Invincible’s complete new line! You choose from six hand- 
a SI - , 


some, functional finishes. You custom-plan with beautifully 


= ~ ¢ equipped all-steel units for your work and space requirements. 


And from then on you enjoy an office business-engineered 


j } for maximum beauty, comfort and utility. 


Soon you're bound to consider a new office for 
executive, professional or general office work. 


So visit your Invincible dealer to see 


thout ux 2 
j *. withou = 
' } obligation, this unusually good-looking and > 
¢ 


The Schoo! Office 


tee 


useful new furniture. Or a letterhead request : 
: x ~ = 
brings you free the new full-color ow 


Invincible catalog. : i a 
a aS 


The Operating Executive 


7) pal _ 
} ty, 
+ / 
an 
vi 
“ 
Metal Furniture Company + Manitowoc, Wisconsin \y 
In Canada: A. R. Davey Company, Ltd., Factory Representative 7 , f 
174 Bedford Road, Tastate 5, Canada - ad 
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Coming Events 


NACA Regional Cost 
Philadelphia, April 6-7. 


Conference. 


National 
Account ints 


lin Hotel 


Sponsor Association ot Cost 


Place: Benjamin Frank- 


Conference on Industry —Community 


Relations. N. Y., 
April 10-11. 


Spon sors 


Ardsley-on-Hudson, 
Society for Advancement 
of Management; New York Universi 


tv. Place: Gould House. 


Symposium for Management on Ana- 
log Computers. 
10-11. 
Sponsor 


Place 


Kansas City, April 


Midwest 
| Lote | 


Research Institute. 


Phil 1p)s. 
t 


RS&PA_ Spring 
April 17-19. 


Spo nsor 


Meeting. Chicago, 


Railway Systems and Pro 
cedures Association. Place: Hotel Mor- 
rison. 

AMA Finance 
April 19-20. 


Sponsor 


Conference. New York, 


Ame rican 


Plac ¢ 


Management As 
Il lotel 


sociation Plaza. 
Personnel Women’s Conference, Phila- 
delphia, April 19-21. 

Sponsor Internationa! 


Women 


Association of 
Place: Warwick 


Personne] 


l lotel. 


Foremen-Management Conference, 
Lafayette, Ind., April 20-21. 
Sponsor: Purdue 


Place: 


University. 
Purdue University. 


NACA Regional Cost 
Lansing, Mich., April 21. 
Sponsor: 


Conference. 


National Association of Cost 
Accountants. Place: Olds Hotel. 
National Secretaries Week, April 22- 
28. 
National Secretaries 


Day. April 25. 


Microfilm 
23-24. 
Spon or 


Meeting. Chicago, April 
Nation al 


tion Place ( 


Microfilm Associa 


Hotel. 


ONnYress 
myer 


AMA Office Management Conference. 
New York, April 23-24. 
. or Amer 


Management As 


Roosevelt. 


German Industries Fair. 
Germany, April 29-May 8. 
Deutsche Me 

Hannover-Messegelaende, 


Place c 


Hannover, 


S ptm sor 
lungs-A.G 
West Germany 


e-und Ausstel 


Fair Grounds. 
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That 
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prox 


that all 


displaced by the ma 


in other jobs 
assurance 

promise 
be equal in 


jobs elimin 


issuriny 


itis this type of enlightened 


ittitude on management's part that 


will not only soften what could bk 


harsh side-effects of automation, 


i 


Vill also MaKe sutomation mn 


phase more pa itable to all 


cesstul systems revision 


ONE MORI 
Yearbo rk Issue . 


that 


WORD about our 
and then well drop 
ubject tor months at 
least We commented a tew col 


hand 


wed received 


umns back on some ol the 


sore compliments 


ind we had planned this month to 


these ple isant me 


i late date, we learned 
that our Promotion 
had had the 


used €% rpts 


Department 
had 
in the Office Manage 
14 


S.Atnie vd i, ind 


ment ad appearing on 


pra gre 
Foiled in our imtent to run the 


quotes here, Ww content ourselves 


with ho you | check our 


_— 
piny 


novices on pape 44 


MEANWHILE, we 


which the 


have one 


promotion cle 


| { 
clusi | 
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partinent didn't quote a complaint 


Yearbook. It 
er liked the regular issues very much 
Yearbook was 
too big and bulky. 


Wk. try 


everyone, 


on the cems one read 


but felt the entirely 


have something lor 
always, but we're afraid 
discontented 
solace We certainly 
Annual Issue 
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we cant offer thi 


reader much 
inticipate me xt year 
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Southern California Bus 
laos Angeles, April 24-27. 
Sponsor: National Associa 
Accountants Place ' ‘he 


Hote! 


iness Show. 


tion of Cost 


Ambassador 


Business Economists Conference. Chi- 
April 26-27. 
Spon or School o 


Place 
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Ask your maintenance man or janitor supply house for one of 
the many fine waxes on the market containing ‘“‘Ludox”’ col- 
loidal silica—Du Pont’s anti-slip ingredient for safer floors. 
E. 1. DU PONT DE NEMOURS & CO, (INC.), GRASSELLI CHEMICALS 
DEPT., WILMINGTON 98, DELAWARE. In Canada: DU PONT COM- teu s par ort 
PANY OF CANADA LIMITED, BOX 660, MONTREAL, P. Q. BETTER THINGS FOR BETTER LIVING THROUGH CHEMISTRY 
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editorial 


Management s new horizons 


New York 


The program of the recent AMA conference on electronics in 
it 4s compared with the 


t 
(see story, next page) has special signihicance when 


program for the same organization s special office management conterence, to 
he held later this month. The electronics conference, sponsored by the associa 


tion's Finance Division, covered the impact ol electronics on all phase s of com 


pany activities. The tuture conterence deals exclusively with problems lacing 


office management. Yet the similarity between portions of the electronics pro 
gram, and parts ot the office management schedule 1s striking 
Why? 


There are two obvious reason The net effect of the impact of electronics 


is to make all company departments mor dependent on the office, since instal 
lation of electronic data processing facilities tends to draw back to the central 


office many of the subsidiary clerical functions that have grown up in s attered 


departments sales, production, et The central office’s role as the headquarters, 


ind clearing house for all company activities is re emphasized 


This in turn, however, imposes a reciproc il responsibility on othcee man 

agement, It makes mandatory a greater flexibility, a greater fluidity, a wider 
| 

range and knowledge, on the part of all concerned with ofhce management The 


well-equipped administrator of tomorrow must be able to focus his talents and 


7 
his training on probiems on 4 great many tronts ind to ipproach each with a 
genuine understanding of the general a kyround in which the probiem has 
rh , 
arisen. The office administrator, im other words nust be able to prasp com 
pany operations as a whole, ind make cle ision based on h | knowledype oo the 


overall needs of the company 
That is the new and very real re pon ) i 


{ | , 
opportunity for all concerned with ofhiee \anapement 


21 


oog f ii 
~ . i) hi 4 
" ee ‘ : 
i * 
\4 . Po 
| \ a : 
(a , y r= . 
' . P ‘sa a a 
- *° ; f : ' : ; ri 4 : 
' e “| ‘J ie x 
/ ) a fi - m 
4 P es iW 
“aes ; f one a — & Ri 4 
¥ i 3 ai a 7 ae a Vie? . - : - a ; 1 ee ie 
ee eee ge 
ae i= # et ee bie rs. :! “a 3 oe i F o 2 
d ar aa § ie * a = ( te g : — Y in . % 
Eo eee — ear ire ; i % 
‘e he F = ee a a a 
; fy ae ae al oo ae ies ‘ 
ee Poy 
N , a 
ee La 
ee mh § 
ce! he 
| ee e's 
y # 
. = 
Lei 
it the new and very rea 2 
a me F 
eeeeeeee—“Ci‘NC(C(’§. eae 
= Fa 
a: 
= vt 
, f - . . ; < ’ 
te 
abe 


Klectronic units have proved themselves, 


AMA speakers declare 


Finance conference told communications, personnel 
relations are vital in changeover to automation, decentral- 
ized data processing facilities have proved best . . . 


Gordon S. Hoit, Stromberg-Carlson, chairman, opens the first: session 


22 


COMPANIES PLANNING electroni 
data processing installations must an- 
ticipate adding more personnel during 
the period of conversion, must be pre- 
pared to train their own people for 
data processing work, rather than de 
pending on outside sources, and must 
not only plan well in advance for 
eventual shifts of assignment for dis 
placed workers, but also communicate 
such plans to all workers during 
the period of planning and conversion 

These were some of the rules for 
conversion to clectronic data processing 
cited by speakers appearing before 1100 
registrants at the American Manage 
ment Association's special conterence 
on “Electronics at Work,” held in New 
York the last three days in February. 

The conference, which was the scene 
of a preview showing of a new AMA 


hilmstrip, “Using Electronics in Busi 
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electron iStallat Phe Ce nypute 
ind the Organization Train wa d 
Re cw Fea »] \ Payout App! 
cation ind | 0 ic Appl ition 


representin wmurance companies, 
declared that punched card installations 


would he made obsole scent by the im 


pact o ve electronic data processor in 


American ofhces. 


Four-point preparatory program 


The first speaker of the conterence 
, Altred M 


Wilson, Executive Vice President, 


on Monday, February 27 


Minneapolis-Honeywell Regulator Co., 
Minneapol 5, 1n reporting on his com 
pany s experience in preparing for a 


computer which will be installed some 
time next year, said that the company 
had established an Office Automation 
Department in 1954. The department 
Was assigned t tour point program to 
carry out 


1. Analyze existing operations to de 


t 

tine the record keeping problem. 

’, Study all electronic data process 
Ing equipment available, 

3. Determine the benefits of office 
iutomation » terms Of sivings. 

+. Determine any other benefits in 
terms o wetter management data 

Even in its first studies the program 
prove | rotitable to Minne ipolis-Honey 
vell, W on repo ted In 19 i 
though 942,000 wa spent on the 
ey, the analysts of the Othce Automa 
tion Department were able to impro 
procedures, and eliminate enough in 
ethcienci all prior to conversion 
electron to save the company mor 


than $56,000 a year 

The same personne] who made the 
original study ot company operations 
were next pI n training in program 


Gen. Edwin Rawlings, closing speaker 
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Exhibits and models of data processing 
strants during progr: 


absorbed attention of regi- 


ths 


Special Office Management Meeting Scheduled 


THE OFFICKR MANAGEMENT Divi- 
sion of the American Management 
Association will hold a special confer- 
ence on Systems Planning and Control 
in New York this month, in which case 
histories of successful) systems pro- 
grams will be emphasized. 

Case history presentations will) be 
made by speakers from the Shell Oil 
Co., New York, the Lockheed Aircraft 
Corp., Burbank, Cal., and the Cleve 
land Electric Mluminating Co., 

The conference, which will be held 
April 23 and 24 at the Hotel Roose- 
velt, New York, will alko have ax 
speakers Melvin L. Hurni, Senior Con- 
1 Syn- 
thesis, General Electric Co., New York, 
who will discuss “Challenge and Risk 
in Systems Designs” Ralph CC. Peck, 


Comptroller, Government Employees 


sultant, Operat + Research a 


Insurance Co... Washington, who will 
cover “Solving Growth Problems 
through Systems Vlooning:” and 
George Kozmetsky and Irving J. Lib- 
erman, of Litton Industries, Beverly 


Hills, Cal., who will outline “Appliea- 


tion of a Mathematical Model for In- 
tegrated Business Systems.” 
The Shell Oi} Case History presenta. 


n, “System Organiza 


n and Project 


Planning.” which wil! be given on Mon- 
day morning, April 25 will be made 
by John W. Haslett, and Matt W. Boz, 
anager and assistant m ager respec. 
tively of the Shell Methods and P’ro- 


cedures Depart 


mt. The afternoon 
session on Monday, the opening day of 
the meeting, will be devoted to five 
Lockheed speakers, who will) cover 
“The Lockheed Plan of Keorganiza 
tions” “Development Planning for 
Management Decisions: " “Organiza- 
tion Planning for Management Con 
trol,” “Systems Planning for Manage 
ment Control” and “lnternal Audit 
as a Management Tool.” 

fhe Clevel 


Co. presentation will be made on Tues 


days morning, April 24, and will cover 
“Organization Vilanning;” “To Meas 
ure Is to Improves” and “A Reporting 
Fechnique which Compels Perform 
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. «+ LBLM. 650 computer. 
eight hours, is solved by machine in three minutes, twenty sece 


Problem, which would have taken engir 


ming, coding, and operation of elec- 
tronic equipment, the speaker con- 
tinued, so that they could balance their 
knowledge of company procedures 
against the abilities of electronic equip 
ment in evaluating the usefulness of 
the machines to the concern 

This has provided us with the key 
personnel who will serve as the nucleus 
lor an expanded staff in preparing for 


{ 


the physical installation,” Wilson de 
lared. 

Minneapolis-Honeywell believes that 
even more important than the improve 
ment in clerical procedures achieved 
with an electronic data processor is the 
possibility of solving management 
problems presently insoluble, Wilson 
said. 

“We have on our staff men who have 
studied the scientific methods used by 
the armed forces during and since the 
last war,” he continued. “They have 
evolved new methods many times more 
efhcient than linear programming 
which make us hopeful that these 
problems can be brought within range. 
They are currently working on the 
problem of production control—speci 


fically, to minimize the total cost of 
production”. 


Employee dislocation plans 


Discussing the effect on employees 
of the plans Minneapolis-Honeywell is 
making for a computer installation, 
Wilson said that jobs eliminated by the 
advent of data processing equipment 
fall into two classes—purely clerical 
jobs and jobs involving various degrees 
of analytical decision making ability. 

“For the first category, we plan on 
tie job training when dislocation de 
elops,” he said. “In the second place, 
we are exposing pe rsonnel to education 
necessary to permit them to assist in 

rious degrees in formulating new 
problems and their solutions. In a 
sense they will be preparing themselves 
lor new jobs.” 

Following Mr. Wilson’s opening 
speech, the AMA filmstrip “Using 
Electronics in Business” had its pre 
1eW showing. (See “Automation in 
the Office,” page 36, this issue.) 

The afternoon session on Monday, 
was devoted to the training and review 
aspects of “Electronics at Work.” The 
first afternoon speaker, Frederick J. 
Porter, Commercial Manager, Consol 
idated Edison Co. of New York, said 
that his company had found the train 
ng problems preparatory to electronic 
(To page 9) 
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Behind impersonal personnel cards lies the entire range of human motives and motions 


How to insure success for your 
human relations program 


The most elaborate 


and expensive 
programs are wasted if tact, understanding, and the indi- ike 
vidual approach are not used down the line. shane akan 


human relations mand, delegation of authority and some 
of the toundations of human relations 


lett ny people know in advance 
which affect them. We 


still, in many instances, discipline the 

by W. E. Dewey many to get at the few. We occasion 

Management consultant, Arlington, Va illy baw! out individuals before the 

group. We neglect often to build con 

WE, IN INDUSTRY, do a fine job of nany other action it contribute te fidence in employees ind develop their 
seeing to it that the climate is right for mora There are bo lolla ind Initiative [here is waste and low 
working with the materials and ma ni coin do ny these t norale whe never we Violate Suc h prin 
ch ne we use We warm up plane W h VC ive peen re c ) idtiavement ind uch founda 
wines before we fly them. In our ind scientific in material indling and tions of human relations. It is through 
cabinet shops we he it the glue to the nanulacturing proce i ind mh many TH i c A nm these prim ples and 
ght temperature o that the giue will mnnovatior related to the morale « oundations that the ope of our work 
enetrate ] nat e are ) morta ( i “ ca 1, the ambitions 


the wood and the joint will 
hold We use retriverati 


ite o the ink wil! not blur nor 
leave the fine lines blank. We do a 
of these things because they pay. They 
save lollars and they make sense, 
We, in industry, have been progress 
ve in many aspects related to the 
“morale chmate” also. Improved light 
ing, use of color harmony, air condi 
tioning, noise control are some of the 
things we have done that show we ars 
progressive. Then there are the insur 


ance plans, recreation programs and 


APRIL 1956 


enthus nm 


i ( “ ¢ 
more interested in plaster, plast and At th point we will leave the aca 
pa i pec c It ha ee ed c } the importance ind 
that while we know what nake iin trie } if ima crise ilue ol ound 
tick, we don't know what make peo employee relator We w take a 
ple adhere ook, under the microscope so to speak, 

The i ho A h Ve dis i A it fa to six women clerical 
count extensively, have ne alichity employee vive these two loundations 
however, when we th nK Oo! how VC t go | employee relat ons are disre 
have ne ected to know inderstand parce | Let people Know In advance 
ind app ome of the ba priv pie shout changes which affect them” and 
of management such as unity of com Never bawl out a gro ip of people.” 
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As we study Figure I an this page 
and read the discussion which follows. 
we might be ¢ 5 pe tally 


| 
OoOmy Mn human re 


interested, not 


ation aspects ol the 
case, but the actual “cold cash” that 


is lost when the se foundations are ig 


nored, If we do, we will surely con 
clude, that aside and apart from the 


pride, hopes, emotions, sorrows of 
people, it 18 just too costly to be careless 


im employee relations 

The six clerks shown in the chart 
send and receive lony teletypes. They 
are orders for supplies and equipment 
and contain long stock numbers and 
many technical names and nomencla 


ture. The teletypes average 12 to 15 


pages. As the chart shows, the six 
girls processed 120 teletypes on Septem 
ber 8. These messages contained 10 
errors of the kind that caused a wrong 
engine part to be packed and shipped; 


foo many or too tew fan belts to be 


shipped or a weight of parachute silk 
to be ordered. The next day the girls 
sed 140 teletypes with 6 errors. 
On September 12, however, the num 
ber of teletype 


proc cs 


dropped to 65 and the 
errors jumped to 14 


Why such a drop? What happened? 


t 
lo answer these que stions 


produc 
tion manager made an analysis of the 


content of the teletvpes to s f they 
were more complex He checked the 


machines, the light the temperature 


al taciities, His 
single factor out 


of line for which he could 


and all other physi 


survey did not show rt] 


blame the 
production lag. 


Cost of the human factor 


In terms of human relations here 
what happen d: On the 


September 12, 
nouncement over the loudspe aker sys 


tem that there would be a discontinu 


1s 
morning of 


there had been an an 


ance of a six-day work week. This an 
nouncement had an impact on each of 
the girls, but it varied in intensity 


Mary, on machine 5, w ' 


as nding 


money to her invalid mother. Mary’: 
| 


salary was budgeted closely. Mary wor 
ried all that day; she cried a little. B 
cause she worried a lot 


tle, her production droppe | Her tel 
types had more errors. She thought, “Tt 


1 had only known a month ago. If th 


had only told me I could have adjusted 


to the situation. It just isnt right to 


' - 
make such a change out of a clear 


sky. 
Sarah, the best operator of the group, 
had purchased her first good winter 


coat. All day she worried. She won 


dered i] she would lose it or how she 
could have the payments adjusted. She 
knew “darned well” she 


would not 
lave bought such an expensive coat, if 


she had only known. She thought 


“They must have known this was com 
ing. It was only last week | got this 
coat. Will I have time to adjust my 


payments at the store? Can I get my 


payments adjusted ? Will I lose the 


coat? Because she wondered a little 


and worried a Jot, her produc tion went 
down and her errors increased. 
Each operator in turn worried and 


cried or just worried. Most became 


bitter because this was not the first 


change affecting them that had been 


made without any advance notice 


The graph shows another sensational 


Variation. On September 15, although 


! | 
the humber ol telety pes processed was 


about normal or iverage, the errors 
. 


Ihnere ased to 25 


TELEGRAM: 
PROCESSED 


ll] 


1213 


SEPTEMBER 


ERRORS 


16 


23 22 
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Figure 1. The dollars and cents value of two differing human relations approaches 
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six girls had 


pet for the in 
drop in 


| ) 


vy not! ny ne rifis 


pro 
the drop 
know 
about 


Vance changes which affect 


, 
a 


de ilt w 


the had been 
he decided 
He called 
ind proceeded to 
He 
told them off 


sent 


supervisor 


, ' 
tn quite se rely, 


pass it on to the six girls. 
them all together 
“baw! them out.” laid down the 


After 


them back to work 


ten min 


ules, he with 
a “piece of his mind.” They had more 
than that. They had all of the emotion 


al upsets that come from a group 


“bawling out resentment, anger, hurt 


Another 
had 


pride, crushed dignity. foun 


dation of human relations been 


violated. 
These 


women didn’t 


get together 
after that morning meeting ot Septem 
ber 15 and resolve to decrease produc 
t 
ind They 
The 
i notionally upset, It was 
worry. It 


tion increase their errors 


ranize against the boss 


ind was resent 


It Was hurt pr de and 


they wor! 


ere res Ht ul and 


price had been 
ts mad 

does alone, 
record for mustakes 
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vhat comes naturally 


Ten minutes: $10,000 


k and find out 


resulting trom those 
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error made on September 15 \ 
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i 4 model was 


one 
prac ked, 


plane, 


1) 


uncrate 1, 


model was 
on the 
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Many accomplishments don’t deserve major awards, do merit recognition 
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occurred 


{ 
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out giving vdvance 


nember, this announcement 


and adversely affect 
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Modern business pace requires top management to rely 
on office manager as “administrator,” switching center of 
company operations, speaker declares 


THE BUSINESS CHANGES that 
have occurred in the past forty years 
have raised the office manager from a 
chief clerk's status to his preseng role 
as “pivotal man in the company,” ac 
cording to Christian EF, Jarchow, exec 
utive vice president, International 
Harvester Co., Chicago, who made the 
keynote speech at the recent Annual 
Seminar sponsored by the Office Man 


- 
CHICAGO SEMIN 


. 


ee Hice anagement Assn. 


Sheila Almassey, Miss Business Show, (left) and Charlene Petraus, Miss Seminar, 


agement Association ol Chicago, in 
conjunction with Northwestern Uni 
versity 

Mr. Jarchow, discussing “Top Man 
agement Looks to the Office Manager, 
spoke at the opening luncheon meet 
ing held February 13 at the Conrad 
Hilton Hotel, scene of the 14th Annual 
Seminar and Business Show. 


The Seminar and Business Show ran 


f 


of Chicago 


i“? 


preside over oflicial tape-cutting ceremonies at opening of 1956 show. 
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Office manager s role vital today. 


QMAC seminar told 


from February 12 through February 
15. 

Other speakers at seminar meetings 
were John Diebold, Ww ho discussed 
“Electronics in the Office;” John L. 
Marley, consultant, who outlined “In 
tegrated Data Processing;’ Sherman 
Kingsbury and Peter F. Strong, of 
Arthur D. Little, Inc., Boston, who 
talked about “Operations Research;” 
\llen Megenson, industrial consultant, 
who talked on “Practical Work Sim- 
plification.” Other topics covered were 
“Records Management” by Henry F. 
Edmunds, Ford Motor Co.; “Manage- 
ment Development,” by Mark A. de 
Feranti, General Electric Co.: and 
“Human Relations” by Ken Piper, of 
Motorola. 

The speaker at the Annual Banquet, 
held on Tuesday, February 14, was 
General Carlos P. Romulo, Special 
Envoy of the Philippines to the United 
States, and a former president of the 
Assembly of the United Nations, who 
spoke on “America’s Stake in Asia.” 

The Business Show, which opened 
on February 12, a day earlier than the 
Seminar, drew an estimated attendance 
of nearly 45,000. 


Growth of office cited 


In his keynote address, Mr. Jarchow 
compared briefly the offices of 40 years 
ivo and those of today. He stated that 


} 


} . ] ! 
while one individual, generally a chief 


clerk, could iccessfully control all of 
lice lunctions years ayo, such a proce 
dure is today impossible. The rapid 
ind sweeping changes in Ameri an 
business and industry have made it 


necessary to develop an interest in sys 
tem finding wavs ol designing a 
smooth, orderly and balanced flow of 
work through each department of a 
business organization. Cost analysis 
became important, and from that, cost 
control was born 
Cost analysis was first applied to fa 

tories, but as the volume of paper work 
increased in ofhces, they too had to 
find a cost system, he said. Mr. Jar- 
chow pointed out that because of the 


growth of business, top management 
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cannot today simply walk through it 
office and at a glance grasp vital sta 
tistics On inventories, production, em 
ployee efhiciency, etc. Hence the need 


tor an othce nanaper, a man who can 


hold together the numerous threads ol 
ofhce produ tion an report accurately 
to management the tate of affairs of 
the company 


“The office manager occupies a p 


ota position im busin and indu try 
today Hh ontact ire numerous and 
of many different kinds,” said Mr. 
Jarchow. “He has relationships not only 
with employees and with top manag 
1 q 

ment, but also with a iarge number of 
5 a 0 OO ind ser r witl 
Ip] j 

omer ind wit lealers 

“He collects the raw data on the 

' 
results of operation continued Mr 

} , , 
Jarchow, and onverts them into re 
ports ind tatist which torm the 
bas! for management le ons, He 

\ , 
t es it ssible for n ment t 
Man I or PAA Pernice 1 0) 
‘ , P 
Know where the busin tands at the 


\ ' 
moment, where it seems to be going, 


and what factors are influencin the 


g 
trend. 

“His ofhce, then, is both an opera 
tions center and an informat on center 
He is the managerial person who is 
closest to the basic data of the business 


He must see those data clearly and he 


APRIL 1956 


at 


nes mm disiiin.. mee 


.eebamn ae 00000444 48edeh .. 


General Carlos P. Romulo, Philippine Presidential Envoy Ceenter), 
quet, where he was guest speaker, 


must comprehend what he sees, or top 
\ 
{ 


management will — be flying blind. 


They have to rely on him tor the facts 
they get about the real world of busi 
ness, the world in which the actual 
operations of buying and selling, pro 
ducing and shipping and storing are 


being carried on 


Taet, fien 


manaye must ha hi thie Cyualithe ‘ 
tact di oma ind irryarne 
1 
In relerring io ov mnpan 
’ ‘ { 
mcTsOornin fe Ir Jar oOM i | 0 
ippro nately 160 thee Habhape 0 
the | mtiona Hla ester Cx pa 
that cach must ca id ind have 
1 penulimne iterest 3 thie ( ona ina 
proie ana propre 0 tive peopic ‘ 
n tafl Cont ( id i ( 
othce lanayer ¢ day ha i teaching 
respon ) ty ind ist “ ile t¢ 
transmit his knowles lye ind sk to tive 
copnle whe work with } 
} y? Wilts itt ie } I 
While the office manage i imple 
r} rit t } | ; ' 
iuUtheo y ] wou no a iece i 
1 
lor h n to pu nr rat i rain 
to M Jar nov ind he 1 nore Hu 
, ' 
ible as a leader than as a tash ister 
, 
Part of his job to instill in |} staff 
i deep oyaity to the ompany and a 


with OMAC official 


feeling that the company’s success and 
their own success are identical. Con 
sequently an ofhce manager must be 
open-minded, receptive, willing to hear 
new ideas, willing to give credit to 
others, acute in his judgment of other 
people and free from favoritism or bias 

Mr Jar how stated that ce spite short 


cuts in office procedure today, there is 


1 continuing nerease in paper work 
ind lerical cost Thi he sand 18 
' | 
partly due to the enormous physi al 
krease mM produ tion ind comple Kily 
yood ind cl c the preater 
mnount of information neede 1 by man 
ivyement to ontro operation , hore 
ind re report req re | Dy the if 
‘ i ‘ 0 ernment ind the 
ncrea cr r and ft nye nents 
( employee 
. , 
\ ollie nanage Ni he hard 
press lto find wa ‘ ling cos! 
‘ 
1; Ja ov id blectron data 
} ( ( Hh} night be an an 
ve liscontinu the reparation ol 
! ! . . 
, P ' 
J iportant data ind reamiining 
ottice ocedure in hely I hese prob 


j ire part of the ofhice nanagers 


ov wccording to Mr Jar how "A 


nanayer by Nature a problem 7 
cr re uid | Ypically today's man 
ver wh i} } 

i ] i nan iT ippies all the 
(lo Pave s) 
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INFORMATION 


Standard units woven into custom design 


in new publishing office 


How Simon and Schuster, building on standard desks 
and work tables, “tailored” individualized work stations 
for each department s needs 


II Phil AMERICAN book read The caretul plann ny, the complex ac 


| } 

gives any thought to the publishing counting, the hard business thinkin; 
Husiness at all, he probably thinks of 1 that he would readily associate wit! 
is a glamorous round of luncheons at ost manutacturing and distributi 
expens restaurants, exciting over operation usually se i removed 

ht discoveries of new writers, a kind trom the world o 

continuous press party where, weck Yet, despit ts facade of glamor, 
titer W K, NeW ”) rks ind authors are pu | hing today is aA OTe ciy compet 
introduced to the all-powerful review tive big business (over $500,000,000.1 
ers and through them to the public. 1 year). Efhctency, cost-con usm 


30 


shrewd marketing and a well 


organized 
sales organization are basi require 
ments for survival 


| 
Io take one example, accounting 


publishing today is a complex opera 
thon The day has yon ry vhen 
publisher knew only whether his tota 
list ot books was nak ny of lo ny 
money. Now, every firm keep \¢ 
ile | 0 d list Ft i ! | 
account on each book | larg 
waist wt tor wverhea I, tor adve 
nanulactu iv ost, te ie and 
i { ire remor \ i | 
Ae mn th 

ic 0k produ 

Ava a iy plion sa ‘ 
ail orde departments lea 
7Zations ind omplex ranch operat 
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] ‘ proce y and tabulaul 

read é j ind ol t¢ 

‘ i 

| et of! i oO the tremendous 
i vi ition essential to mo 
rn-day publishu ind to help meet 
the cha enge of rising costs in its man 
ulacturing operation, i number of 
irm ive gone in tor efficiency in a 
iy Wa From. electronic tabulating 
ind punched card systems to belt-like 
WOrK flow layouts, the tools ol the 
nodern office have become an integral 
part ol the publis Ming world. 

One example of a publishing hous« 


that has integrated and stre imlined its 


, 

Z 
, 

operations to keep costs in line is Simon 


ind Schuster—a firm with enough 


successes in the past 31 years to have 


nade its mame a household word to 


he re iding publi 
Since the business was founded by 
Richard L. Simon and M. 
Schuster back in 


othce on New 


Lincoln 
1924 (in a one-room 
York 7th Street), th 


hirm ha old wel over one billion cop 
i oO book | mony the m suc h all 
time best sellers as Will Durant’s Srory 
of Philo ophy Van Loon Geography 


The Irt of 


Friends and 


Thinking 


Influence 


Hlow To Win 
People, The / 
K. Lasser Income Tax Guides, and, of 
Golden 


course, its mass-distributed 


' \ i 
Books and po ket books |. 
The one-room office was soon out 
yrown, ind tor i 


Simon 


number of years 
ind Schuster operated out ot 
two locales t and edi 


n Ne W York's Rock 


" . 
eteller Center, its detailed business op 


management 


torial offices were 


{ To page 46) 
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Order Processing Department joins work tables to desks to provide complete unite for 
handling batches of orders from different divisions. 


Typing and billing machine centered in Clai 
by all members of depart 


were 


Department to allow use 
at 


Plywood partitions in sales department double as bookcases 
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Part 3; 


How you can read faster 


while learning more 


by Dr. Nila Banton 


Director, Reading Institute, New York University 


PERHAPS NO ONE TECHNIOUEF 
will aid you more in improving your 
reading ability than learning to read 
paraprapis effectually. very selection 
is made up of paragraphs. Each para 
graph is a unit of thought in itself. 
Mastering the art of quickly grasping 
the essence of each of these thought 
units enables you to cover reading ma 
terials rapidly and, at the same time, 
to get the most important ideas which 
the author is expressing. 

In most paragraphs there is one 
point which the author makes that is of 
fundamental importance. The other 
details presented in the paragraph re 
volve around this hub idea, expanding 
upon it, giving additional details con 
cerning it. 


In much of the reading that you do, 
you won't care to take time to consider 
all of the detailed ideas. You will be 
satished if you can speedily glean the 
main ideas in the selection. Expertness 
in “spotting” the basic thought in each 
paragraph is the skill that you need to 
cultivate in order to do this kind of 
reading eficiently and in the shortest 
possible time. 

On the other hand, there are some 
selections which are of such significance 
to you that you will wish to go into the 
details—to read and consider the de 
tails carefully and to remember them. 
When you wish to do this type of 
reading, you will find that the tech- 
nique of locating the main idea in each 
paragraph is still one of major impor 
tance to you. The central thought in a 
paragraph provides you with a core 
around which you can readily organize 
the details. You must develop a system 
atic approach to paragraph reading, 
rather than just following along one 
gentence after the other without effort 
or thought in regard to paragraph or 
Ranization, 

The position of the key sentence in 
a paragraph varies. Often the germ 
idea appears in the first sentence. At 


other times, the important idea occurs 


32 


Smith 


in the middle, at the end, or somewhere 
else in the paragraph Because of vari 
ince in the location of the key sentence 
within a paragraph, position is not a 
! ‘ 

reliable guide to you In finding the 

, | 
main idea You must learn surer ways 


of lox ating the one basic thought. 
New attitude required 


The first and most important thing 
you must do is to develop a new 
attitude toward paragraph reading 
the attitude of thinking of each para 
graph as a whole in itself. As you en 
counter each new paragraph, view that 
paragraph as if it were all the reading 
material that you have before you at 
the moment. Determine what the one 
important thing is which this particular 
paragraph has to tell you. 

To find out with certainty what the 
one most important idea is in any para 
graph, you should ask yourself two 
things: 

1. What is the basic thing, place, 

condition or person discussed in this 
paragraph? 
? What does this thing, place, con 
dition or person do or what is done 
to it, or what property does it have, or 
what condition is it in which makes it 
worthwhile for the author to say some 
thing about this topic on paper? 

Keep these questions in mind while 
studying the paragraph below. See if 
you can locate the main idea with cer 
tainty. 

“The calcium cycle is one of the most 
interesting cycles of nature. The ocean 
contains vast quantities of calcium salts 
in solution. These are withdrawn by 
living creatures and built into coral 
reefs and the shells of mollusks and 
ire precipitated in other ways. In the 
course of geologic time, deposits of cal 
cium carbonate laid down in the ocean 
become lifted up from limestone strata 
in mountain ranges. These formations 
are then attacked by atmospheric and 


organic acids and slowly d ssolved and 


carried back into the sea from which 


From a forthcoming book by Nita B 
Smith to be published by Prentice-Hall, 
Ine, Copyright, 1956, by Prentice-Hall, Inc 


' 


he came. sometime great caves are 
left behind as a result of this process 
ind many secondary calcite and arago 
nite formations come into existence.” 
(Lewis W. Scott, 
Hobbies, August, 1947.) 

1. What 
in this paragraph? 
2. What special 


have 


“Cycles in Nature,” 


the basi topr discussed 
property does it 


3. At what position in this paragraph 
did you find the key sentence? 

It you analyzed this paragraph cor- 
rectly, you will have concluded that the 
main topic is “the calcium cycle,” and 
that the special property which the cal- 
cium cycle possesses is that it “is one 
of the most interesting cycles of na 
ture.” All of the remaining sentences 
in the paragraph are subordinate de- 
tails which tell in what way the cal 
cium cycle is interesting. In this par- 
ticular paragraph, the main idea then 
is contained in the first sentence. 

See if you can quickly find the main 
idea in the paragraph below. 

“A fraction over two minutes is all 
it takes to run the Kentucky Derby at 
Churchill Downs in Louisville. But 
the Derby packs more excitement into 
these two minutes than any other sport- 
ing event in the country. The Derby 
Day “Run for the Roses” dates back to 
1875 when a little red horse named 
Aristides came in first. There were 
12,000 spectators on hand then. More 
than 100,000 attend now, and millions 
more watch or listen with breathless 
interest on TV and radio. The build- 
up or 


excitement increases year by 


year.” 

1. What is the basic subject of dis 
cussion in this paragraph? 

2. What does this subject do that is 
distinctive ? 

3. In what position in the paragraph 
do you find this information? 

4. What is the function of al! of the 
other sentences in the paragraph as re- 
lated to this topic sentence? 


If you were right in your analysis, 
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In most 


you decided that “the Derby” is the 
basic subject of discussion and that the 
this 


does is that it “packs more excitement 


distinctive thing which subject 


other 
This 


main 


into these two minutes than any 
sporting event in the country.” 
information which expresses the 
idea appears in the second sentence in 


the paragraph. 1] 


of the other sen 
tences are related to the subject of the 
Derby and expand upon this main idea, 
but no one of them is nearly as im 
portant or inclusive as the topic sen 
tence which really includes the essence 
of the entire cluster of thoughts ex 
pressed in the paragraph. 

“spot” the key 
tence in this paragraph 


“We're 


See if you can sen 


intrigued by an ingenious 


- 
aseeen 
of ®e@ 


/ 


t] / 


} 
he 
cia. 


a bl 


paragraphs, there is one point, one key idea... 


device Chock Full O'’Nuts ¢ orp. used 
during the World Series and is now 


adapting into a permanent sales 


tool 
During the Series time, salesmen for 
Chock Full O'Nuts 
ticularly welcomed by the grocers they 
the 
portable radios tuned to catch the lat 
est scores.” (Sales Management.) 


coflee were par 


V isited Reason salesme n ¢ arried 


Check the most important idea: 

(a) The writer was intrigued by an 
ingenious device. 

(b) Salesmen for Chock Full O'’Nuts 
were welcomed by grocers during the 
Series time. 

(c) Salesmen carried portable 
latest 


radios 
tuned to catch the 
Number (c) 


idea 


core 


is the most important 


! 


in the paragraph The first sen 


tence merely tells us that there was an 


ingenious device, the second sentence 


tells us that the salesmen were particu 
larly welcomed by grocers during Series 


time. Both of these sentences alert us 


to read on and find out what this in 
genious device was which caused sales 
men to be 


The 


found in the last sentence which tells 


welcomed during Series 


time. heart of the paragraph is 


us what the device as and what it 


did. The big idea in the whole para 


graph is that “salesmen carried port 


ible radios tuned to catch the latest 


scores 
So tar you have been studying para 
graph for the purpose ol learning how 
(To page 4) 
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Conclusion: 


Korms—their design, control, 


Substantial savings to your firm are possible through 
a knowledge and understanding of the mechanics of pre- 


paring the forms you use... 


by George Biek 


Forms Control and Design Supervisor, General Foods Corp., White Plains, N. Y. 


lorms 


ACTUAL 


preparation 


MECHANICS ot 
offer very substan 
tial possibilities for savings, just as con 
stant analysis of the actual need for 
various forms, and constant improve 
ment of torms design do. To continue 
with illustrations drawn from our ex 
perience at General Foods 

In cases where a different number of 
copies are needed for various divisions, 
such as our year end work papers, we 
have printed the forms on translucent 


paper In this exceed the 


way, il we 
number of copies that can be typed 
using carbon 


paper, we can run the 


copy on the Ozalid machine 


without 
it being necessary to retype the papers 
for the We re 


ommended that the accounting sections 


extra needed. 


copies 
fill in the figures in pencil and make 


as many 


additional copies as needed 


with the Ozalid machine. Therefore, 
we have eliminated the need to retype 


and proofread these reports. Thus we 


Figure 1. 


really use the work sheets for the final 
copies ol the reports. 

As with so many other large com 
panies, we do not have enough typists 
of the caliber we would like. To allevi 
ate this condition, we are entering data 
on some forms in pencil and then re 
producing the completed forms on the 
Ozalid machine. These are reports in 
which little is written but many fhgures 
must be filled in. By printing the orig 
inal forms in reverse on a transparent 
sheet of paper, and entering data with 
a No. 2 pencil, we are able to get very 
ley ible copies 

We use 


the original forms. 


reverse printing to prepare 
By reverse printing, 
the printing side appears the same as 
though you were looking at the form 
in a mirror. When the plate is pre 
pared the emulsion side of the negative 
is put on the sensitized metal plate 
instead of the glossy side. Most trans 
parent sheets of paper have a wax or 


Edge punched cards simplify forms control. 
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PRoor Sint 


PROOF RECT! VET 


PROOF FE TURNED 


Of. ivERY 
wEQUI REL 


0e 
Usage 


oily finish and the printing is erased 
along with the pencil figures when a 
correction is made. By reverse print 
ing, the printed portion of the form 1s 
seen through the paper and cannot be 
erased because the printing is on the 
We thus have the added advan 


tage that pencil and typing can be 


back. 


erased completely, quickly and easily 


because of the oily finish. 


What this amounts to is that the 
work sheet is used and retyping 1s 
eliminated, thus saving subsequent 


proot reading and also guarding against 
possible errors. Where we have to re 
produce 25 or more copies of a report, 


we print the form on a paper plate and 


write the with the use of a 


hyures 
reproducing pencil, The form and fig 


a blank 


paper from the paper plate on a multi 


ures are printed on sheet of 
lith press. On just one form we saved 
approximately $30 per week and cut 
n half the time required to get the 
hipures to top manayement. This re 
port shows the bookings for the pre 
vious week for the entire company and 
is one of the most important forms we 
have. Every hour saved in getting these 
figures to the executives is important 
The only limitation in our new method 
is that the pencil figures must be clear 
and legible. 

On occasion, under this system, we 
have had to redesign forms from a 
larger size to letterhead size to be ac 
commodated on the small offset press. 
We have found that large paper plates 
are not practical if they have to be run 
on a larger press because there is a 
tendency for the plate to tear. Of 
course, this applies only where we 
wish to duplicate in quantity on the 
offset machine. Ozalid printing size is 
limited only by the width that can be 
fed into the machine. 

At the end of each year we prepare 


everal hundred books of approximate 


YO pages ca h for our various ac 
inting di sons They prepare and 
ter hgures lo headquarters in these 


DOOK 


All the composition and print 


ng are done within the company. 
Originally each form had an explana- 
tion printed on the back to show how 


(To page 78) 
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“AUTOMATION 


IN THE OFFICE & 


AMA offers new film strip as complete 


automation orientation course 


Four-part filmstrip traces complete evolution of the computer from identification 
and analysis of the five major data processing functions, followed by mechaniza- 
tion, first of cach of these functions, and then of one or more functions in 
combination 


coo | 
In showing how a computer works, analogy is drawn between computer's opera- 
tions and various functions performed by human clerk in any type of repetitive 
data processing work 
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“DATA AND DECISION’, a series 
of four 35 millimeter film strips pre 
pared by the American Management 
Association, for use as a complete in 
company training program to acquaint 
personnel with all phases of electronic 
is now available to 


companies either planning an installa 


data processing, 
tion, or considering one. The film 
strip series was presented for the first 
time at the AMA electronics confer 
ence in New York, at the end of Feb 
ruary (see story, page 22). 

Each of the four filmstrips in the 
series has been designed as a unit, so 
that special groups may be shown only 
those portions ol the overall program 
which are of interest to them. The 
complete package ol four strips has 
been designed as a complete orienta 
tion program in the implications of 
electronics for all personnel except 
those directly responsible for the pro 
gramming and technical operation of 
a data processing center. 

The hilmstrips, which are in color, 
and have their own sound narrative, 
are sold with a complete written text of 
the narrative, which can be used as a 
basis for group discussions following 
showing of the series, or units of the 
series. 

The filmstrip series, which may be 
ordered from the Visual Education 
Department, American Management 
Association, 1515 Broadway, Times 
Square, New York 36, N. Y., is sold 
for $95.00 to AMA members, $110.00 


bers. The filmstrips may 


to non-mem 
be shown on either an automatic or 
manual filmstrip projector. Running 
time for each of the strips is: Unit I, 
15 minutes; Unit If, 22 minutes; Unit 
If, 22 minutes; and Unit IV, 16 


minutes, 


Wayne expands facilities 


The Computation Laboratory — of 
Wayne University, Detroit, has added 
an IBM 650 computer to its facilities, 


(To page 38) 
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FOR THE FIRST TIME! 
all-steel folding chairs 


a bright new X 


samsonite 


exclusive at no 
extra cost to you! 


srighten your interiors with 
Samsonite’s ten new decorator 
colors...the greatest style advance 
ever achieved in all-steel folding 
chairs. Mixed or matched these ex- 
citing new colors bring inviting 
decorative effects to your audito- 
riums, offices, classrooms, waiting 
rooms and cafeterias. These color- 
ful new chairs resist rust, won't 
peel or fleck, won’t tilt or wobble, 
and are strong enough to stand on. 
Posture curved backs. Safety- 
Guard hinges. Quick one-finger 
folding. See your Samsonite dealer 


or write for full information. 


Samsonite’s new colors: Gold « Aqua « Turquoise « Willow Green « Grey . 
Brown « Terra-cotta « Metallic Grey « Green « Coral ; Shwayder Bros., Inc., Institutional Seating Div 


Dept OM-2, Detroit 20,M 


SAMSOMItE rorome cuame... | eeeMsatiaameshtee 


YOUR SMARTEST INVESTMENT...NOW IN 10 COLORS : ORGANIZATION 


Shwayder Bros., Inc., Institutional Seating Division, Dept. OM-2, Detroit 29, Mich ; cry ZONE I i 


APRIL 1956 For More Information From Advertisers Use Readers nquiry Coupon on Page 104 47 


. : i 
ee eee ee 


— ee P a ea 
‘ites Bee 
" . 
_ fy a “ 
gi 18 ; 
» e 
in 10 decorator 
— = Ab 3 
ae) 
. a é: 
> % 
Ps bj 
. Pr pe ae : i a 4 a 
m3 , te 
‘ + %, 4 yas i a ‘ 
* . ; a} : fs x4 be 
3 ve oF F é Pe ts ia ‘4 
: ; " i , 1 Ye : : Petty 
y : , ie 4 ; Gee rm — 
ae ae pie. a . ee Pa 1ee3 ie * 
ie. . - 3 Boo aia: Ba ai ’ ea va a. q : .a 
_ ae ee eee Tics’ igi ” P i ’ 4 , oe Buh: 
r so i -aee< =*, are ate ee re. ~ { is a am “t eck £ x a Bee ay 
-2e F SS ee : the } —S a Pn : ee Becta sg 
ea 7) sn a 
, Bee 4 a ® H ‘ a ae ak. s * gn a , i ” *, na ns es & i 
a us + a re a a, 4 > rt? " ~ * te, FE . 2 : 
Ai > Seam ee : oe ~_ 4 i aa 4 
: — te Lol A pe ie / . - a a 
' ag tw (‘ie ae ; ee) a ro a g 7 : oo , ‘ “8 ia, 
Sats is ’ ‘ 3 “a a : i . F g { 4 % § an; ” 
ay var a ‘ i y : “4 , = e 
q ind a 33 - i - vs ; : » ae 
OY el ee Pes ; ‘ : ae i ’ Hh bs 
; Be a iit Tak i = Tye oe A Bee hs ae tg 
s ts / | a x t aD / a: “4 C =. as 4 
Po ° oe , 4 | A \ | | : ‘ gi | 
™ Wey rey ae. om ie te Vie vee E iy ; } 
Jf PUR heat ; | 
! Aik Ae iY sis eit. P ; ; 
3 | SY ‘ | | r , | | | | 
‘ ts : rea. 9 ees | 
A ’ A +) , “a x 
P fs Op ‘ : 
aa )  @ a 
Pm are — . a —— . / bh § a | ‘ 
> : a via), 
‘ — = . = ‘ ; F —— eth * | 
ie ay ee: see . a fe | 
4 ua rye ate, bw , Se a of 
| eae er oe | 
i aa uh “i . Sy PS ia! ee cs he ik: : BE i 4 : F ' 
mex te, a(t ae ae : 4 J ts 
un i m “eo " & ae ar s i ‘ : i bg a ee r 
| . ee ae 4 ie at 
‘ i f y. % : : he. on . a ie + 4 " a he : 
b og ae ie - iF 3 if 7 “a eee 
. if: op ; 2 . ; q : i | | or. 
- oS al = ; 2 AL 
= ‘ . > “ ’ a3 , By j x : + ae 
a3) 2 ~ & ars La ; 1 os Ne 
2 Ta ~ eee Bus . in a 2 3 
wom, a ig tS =f iP a bi 
: ee , oa 
Po : | | a 
* Please send me onite’s free new ¢ é ae 
Chast tus all Gai e ort ee 
FOLDING CHAIRS... ; ace ; " By # 
I a ae 
Wo eee 
eee ok tu Bal 
a " 
‘ : = ae Ph ; 
2 , a 
, a 
' he 7 


The Pen That Fills Itself! | svvomation— 


(From page 36) 


ind is offering data processing services 
to offices in its area. According to the 
University, its staff of analysts and pro 
grammers 18 available 40 companies 


rl inning to use the service, or the com 
pany may set up its own program, and 
imply rent ma hine time trom the 


iboratory The University Computa 


tion Laboratory ilso offering again 
this year three one week summer 
ourses 1D compute! ce velopm« nts and 
techniques. The ourses, and their 
lates, are: “Automatic Computers 


Their Application and Evaluation,” 
July 23-28; “Electronix Data Processing 
in Business and Government,” July 30 
August 4; and “Applications of Com 
puters to Engineering, Science, and 


Industry,” August 6-11. 


4 30 INTERCHANGEABLE POINTS 
[BM opens German center 


, 
Vi International Business Machines 
World Trade Corporation reported last 
month that it will open a data process 
iny center in Stuttgart, Germany, later 


Choose the right point 
for the way you write 
—by number IBM 650 M ignetic Drum Data Proc 


essing Machine to Germany to serve as 


this vear, and has already flown an 


the focal unit in the new center. 
E.D.P. inereases liquid capital 


New York’s Journal of Commerce 
' 


reports | ist month that use of ele 

tromic computers in data processing 

as made possible sharp cut in work 

W i nu capital needs of mayor companies, 
r tes for months ince invoices may now be computed 

ind leared taster than was possible 

without refilling! inder conventional systems Th 1S 
parti tlarly true f the transportation 

Base holds 40 times more ink than an ndust uch a ads and air 


ordinary fountain pen. Pen refills itself 1, citing | i 
by capillary action every time you Pan American World Airways, which 


return it to base. You’re always ready y ' has reported that it expects to increase 
to write! : ; ' it liquid capital by $3,000,000 to $4. 
Pa p 100,000 when its co nputer im tallation 


: And you can choose from more than iy in full operation, and the time re 
ss 30 point styles the one just right for ‘ : x u prese ts bills is cut fro 
the way you write. Try America’s KGB the present two weeks to approximate!) 
4 most popular desk pen yourself—on fA 4 hours 
a 30-day money-back guarantee. ZB 7 <a 
Chicago 


DESK PEN SETS BY ye (From page 29) 


Re : , { \ ' 
® Li j nformation he can gather to the solu 
“a / tion of a problem. He uses all the 
: Ts data.” It is in this capacity that he 1s 
rl needed and relied on by management 


' 
nm its long-range thinking. 


ey 
N Mr. Jarchow concluded by stating 


CAMDEN 1, N.J. + 92 FLEET ST. EAST, TORONTO (To page 44) 
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How to be a “clean desk” man 


you make a clean sweep of clutter 


Your desk top is cleared and stays 


A new Organized Desk with an ingenious 
ability to lend a hand to a man athis work : clear. Here's how it’s done! 
: Work Organizer drawer interiors 
provide specific space for letter trays 
and al! other work and working tools 


Ever noticed the amount of useless stuff that drifts Everything is organized for quick finding with 


around on top of a desk? And a lot of desk drawers out 
drawer space for your wastebasket and telephone 


The 292-page Shaw-Walker “Office Guide’ pi 
prices 86 Organized 


hunting. Two revolutionary advances are 


too are in the same state of clutter. 

This condition gets in the way of a lot of work 
It’s the reason why the new Shaw-Walker Organized 
Desk is such a big help in getting things done 

Move in behind one of these Organized Desks and 


- Largest Exciusive Makers of Office Equipment 
Muskegon 67, Mich. Representatives Everywhere 


on Page '04 


tures, describes and plainly 
Desks and 5,000 other items. Ask your local repre 


Mich 


sentative for a copy, or write Muskegon 67 


im 
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A For remote dictation 


This Commander dictating machine 
has all operating controls on the micro 
phone, allowing remote dictation from 
a desk equipped with just the micro 
phone. It is made by Felt & Tarrant 
Mfy. Co., 1735 N. Paulina St. Chi 


Cayo (A-1) 


4 Letter file 


This steel filing cabinet has a locking 


top drawer. The non-suspension draw 


ers glide on ball bearing 


gs. Drawers 


have follow blocks It is a product o! 


1738 N. 
(A-2) 


the General Industria] Co., 
Elston Ave., Chicago. 


q Paper shredder 
A feature of this Silver Executive 


Automat Paper Shredder is its auto 
matic feed. The unit shreds papers 
into Y-in. strips. It is made by the 


Industrial Shredder 
Ellsworth Ave 


Paper Co., 707 S. 


, Salem, Ohio (A-3) 


7 Visible reference aid 

D. C. Hey Co., Inc., 422 S. Sevnth St., 
Minneapolis, is now offering the Viso 
Desk Plate, 


| 
ence material, 


ce signed to protect reler 
yet to provide a good 
It 1S hinged, but will 


adhere to either metal or wood, (A-4) 


writing surtace, 


VY Tab card box labels 

kdward Ochman Systems, 110 Smith 
St.. Fairheld, 

Labels to improve the 


| 
keeping records in connection with tab 


Conn., offers Tab Box 
ethciency of 


card box storage. Labels may be writ 


(A-5) 


ten, type d, or st ip d. 


A New Verifax copier 
Kodak Co., Rochester 4 
N. Y., has introduced the Signet Cop 


Eastman > 
ier, a simplified version of its Verifax 
copying equipment, at a price of $145. 
The unit can produce several exact, 
legal-size copies of original material of 
many varieties. Multiple copies can be 


(A-6) 


obtained within one minute. 


V Hanging folders 

Improvements have been announced in 
the line of Pendaflex Hanging Folders 
made by the Oxford Filing Supply Co., 
Clinton Rd., Garden City, N. Y. The 
hanger rod is “bonded in” to give long 


er life and to prevent slipping from the 


o 
frames. The tab slots have been rede 


signed to permit easie ‘ab insertion. 


(A-7) 


If further information is desired, use Reader Inquiry Card on page 104. 
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p> Telephone stand 

This White Mountain telephone stand 
is a product of The Maine Mfg. Co., 
Nashua, N. H. It ts 30 in. high, 18 in. 
“ le, ind 134 ¢ in leep It has two 
en | he] , n addition to space 


for telephone and directories. (@-9) 


V Versatile typewriter 
Intercha iveaDiily Oo type 1s a fteature 


} 


ot th new ty writer made by the 


! 
Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York. 


Pype is easily hanged with a pair of 


tweezers. Special symbols and charac 


ters of many kinds are available. A Free-standing partitions 


(B-2) Che Partitioner was recently introduced 
by the Marnay Sales & Miy Co., 1265 
Broadway, New York It is a tree 


standing partition, ce med tor easy 


assembly without the use of tools Klev 
en stock width nd three he ights are 
offered. Panels are available with clear 


or fluted glass, or with pegboard 


_* ; (B-6) 


VY Compact water cooler 
Cordley x Llaves, 144 Fourth Ave 
New York ha introduced a water 


A Addressing aid ne eee ees ree 
: iver tor othes It measure 12 by 12 
The Addr Typer is a card inserting oe 36 in. nd welates 70 tbe. tes conn 
= 5Of RUKOMATICEDY POSIIOnING i ooling capacity is 2.1 gallons an hour 
the typewriter master irds for use in 1 90° room temperature it designed 


' : , 
t ‘ oy the Multiy hy ‘ 
he A ddre graph Multigray ] nix eines Ge iia (B-7) 


tronic Printer Made by Underwood 


Cory} 9 | Park \ c Nu VA York (B-4) 


V Coin sorter 
This No. \ 109 Spec | Sorter has no 


! 


moving parts, Operating entirely ry 
: means of gravity. It sorts dimes, pen \ 
. nies, nickels, quarters, and halt-dollars ys 
aa! It is made by J. B. Carroll Co., Carroll [ 


, a > | and Albany Aves.. (¢ his yo (B-5) 


; 

A Aluminum mail cart 3 3 

( ley Industries, Inc.. of Detroit, ie 

the this aluminum mail cart mounted PY j 
ibber casters. It boasts a remov ei 

ible lower basket. File guide bars for he 


hanying folders are fitted into the top 


asKet (B-3) 
If further information is desired, use Reader Inquiry Card on page 104. 


APRIL 1956 


Rk i 
-y or: Ze q 
ae a. ie 
| = ———_ 
| Ee =) ee 
ee te : . ait 
“ gy ' oe 
ms 70) >? 
ah, 
a dhl 
/ ay 
/ sae f ma Ps 
| SS. 7? be ; 
' s he 
ee i 
errl oe 
eS Oe 1 
ey | a3t 
. ai | ae ‘ KE ) , s 
bagi? ce i we 
j —— 6 © ud 
oO “SF ie ie 
— 
an 
‘ re 


A Machine stand 

The Consolett is made by Stolper Steel 
Products Corp., Menomonee Falls, Wis. 
The stand is enclosed on three sides 
for privacy and comfort, Made of steel, 
itis 28 in. wide, 19 in. deep and 26% 
in. high. Its rubber casters are retract 


able. (C-1) 


42 


7 
— a 


4 Sectional furniture 

The Kenmar Mig. Co., East Palestine, 
Ohio, presents the new Lawson group 
of sectional furniture, covered in VACO 
Nylo-Saran Exotic Pattern, which is de 


ned to x washable, durable and 


practi ally tain-proot, (C-4) 


VY Modular furniture 

Peerless Stee! Equipment Co., Unruh 
and Hasbrook Aves., Philadelphia, ot 
fers the Modulette line of modular tur 
niture, consisting of desk pedestals 
Lops, ind other units which may ix 
combined to give a wide variety of fur 


niture accommodations (C-5) 


6 New desk line 

The Transtormation Group of execu 
tive and secretarial desks, made by The 
Taylor Chair Co., Bedford, Ohio, fea 
tures reversible tops. Desks can be 


easily taken apart and rearranged, 


(C-2) 


V Packaged office 

Tower Suites, Inc., 21 W. Illinois St., 
Chicago, shows how a complete ofhce 
can be built from open-stock interlock 
ing and interchangeable components 


im a lew hours, Starting from bare 


walls. (C-3) 


If further information is desired, use Reader Inquiry Card on page 104. 
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ACCLAIMED 


by America’s 
Top Executives 


Concerned with 
Office Administration 


ish to say that | was impressed with yur m very pleases ’ ceive meue and We, for on beliewe that you have accom 

Offiee Management Yearbook imue in January o t most useful in m 

Your Ofhee Management Yearbook ie a valu is comparison of offer dupleation meth » much information inte one ur 

m page 104 i excellent 1 1 felt thin wae very valuable and picked 1 
te 


I w 
ny way Such intor plished «a very umpertant function im collating 


ible guide in the purchase of ofhee equipment " ~» displayed 
ind | am eure that I will use it frequently dur uld certainly le 
ig the tome nig vearbouk iste next year 
| have just had occasion to look over your Many thanks to Office Management Maga 1 find it very helpful 
Book issue of Office Management and take zine for a superb and well balanced Year Book Find the Yearbook quite useful) The large 
ty of ngratulating you Lanur would be difficult to isolate a partic number of timely article plus the wide cover 
more valuable sige of advertioements by eupplers w ll be of 


k forward 1 receiving the number of new ideas Am looking forward 


opportun 

A~ usual. I found it to be most informative ular section of eubject as being 
ind interesting In < sld bike to cis content that the rest. Being directly inter great help. I hope everyone is equally enthusi 
syetems work, and primarily forms an astic, to insure a continuation of thm annual 


ulate my copy throug fhees for others n 
to me that all publication 


st, and slysie and control, it would appear 
equally valuable, both as a source I find all articles and ade 
reference tile It is and helpful 

Excellent presentation and worthy of com 


nheurane y t its being lo 

I may have a reference volume here chapters are to be informative 

circulating, | would appreciate it f information and as a 

much if you would send me another copy hoped that more euch editions are released in 
1 can keep in my file the future.’ 


plan to recommend your magazine to our I 


branch Offee Managete Would you eend Yearbook and 1 would surely say that you have idered an integral part of my reference | 
. succeeded in delivering to us the kind of in brary, primarily because of the variety of sub 


mendat on 


have looked over the Offee Management This imwe as well a previous imucs is con- 


ght special offer subscription cards 
We were most favorably impressed with the formation that we need in the offwe jecta contained therein The pertinence of the 


Of special interest to us were the | have read your Office Management ‘ subjects is ales a factor in keeping the issue 
on Automation, Systems Design, and book and wish to compliment you on this os works of reference 
of the Office Congratulations! Office I found that it was quite comprehensi Your Yearbook edition was splendid 
the numerous subjects covered are 
portance to the Office Manager and 
the listings at the end of each artic : An unqualified rating excellent 


Management is our favorite publication in its 
held 
The writer is particularly impressed with the 
vole tie d feel ‘ yurces of supply, dealers, trade namee ‘ 
I ection and feels that it will be a valu moruree pp ‘ Your annual book is very good 1 person 
ff particular value We are in the pro 


Excellent handy reference guide 


oble training aid when working with new help ; illy appreciate the page with the numbers rep 
We felt that the Offiee Management Year microhiming some 
= " i yate . p oi. de lread wut to good use suggestions and reco 
Bock wa Rates © eety noement See ane 6 aa Pe ne Faded n the ‘ m mires ture requeste It ams 1 me in several ways 
| ' , 1 found 


of our records and we 
7 resenting your advert is if simplifies liter 


eal euccess It shall definitely be a valuable it very enlightening 
hilming 

The coverage ix good and the general level 
ff material i such that it should make a very 


during the coming vear n « far as 
- a Apacs Bae “fiir Very fine. Hope you'll continue the 


book 
the back ieewe of Offee Manage valuable contribution to literature in th field An excellent reference book We have al 
We were very well pleased with your firet ready referred to it several time sd will keep 
of the Offwe Management Yearbook.” ton file for future reference 
Yearbook is one of the best reference ae 


use it almost every day Con 


on of equipment and supplies i« 


mth after month as a reference file 
offee machinery, and articles in which 
good! 
mitext of the book ' t 

ted ! = f “ j om , ' ’ ) in outstanding achieve read the eattrorok we » cover and 
ot ine manifested consider ; d it long me taunts who en 


ng, planning and reporting impressive document I intend to y ve them coming 
Pleased when received my copy ume ” elerence manta 1 alee liked the Ie 

and have found it very helpful t a , rusine machine svailable and “e Management ‘ Henk 1956 

r ‘ good back ’ > ene Aitie j heen nwt luable publication 

Oftee Management Yearbook nue r ue e have alread t to help te in 

by our etafl as extreme! \ ' mmand and 


mpliment rmanent refer 


Additional copies of Office Management YEARBOOK 
Available to Subscribers at $1.00 per copy while these last 
OFFICE MANAGEMENT 212 Fifth Ave., New York 10, N. Y. 
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DIEBOLD 


CARDINEER 


ROTARY CARD FILES 


ARE CUTTING 
RECORD KEEPING 
COST 
EVERYWHERE! 


Eliminating overtime... improving 
accuracy...ahd saving up to 50%) in time 
and space costs...are the benefits 
thousands of firms enjoy while using 
Cardineers for all kinds of card records. 


Diebold Rotary Card Files have brought 
practical automation to record keeping. 
At the touch of a button, Cardineers 
bring records to your fingér-tips for 
fast referring, posting or changing opera- 
tions. They cut productive work motions 
to an absolute minimum. They elimi- 
nate unproductive bustling 


For case histories on proven savings, 
call your local Diebold representative 
...or mail the coupon today. 


Dicbold 


NCORPORATED 
980 Mulberry Rd. SE 


PROTECTED BY DIEBOLD 


43 


© Canton 2, Ohio. 


ad 
a 
| 


ro ad 

Please send case historias that 

will give us ideas for improving 

our records 
DIEBOLD, INC 
900 Mulberry Rd, S. E. * Canton 2, Ohio 
Firm — 
individual Title _ 
Street ? 
ee Zone... State — ee 

N-300-DI 
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Chicago— 


(From page 38) 


that, in his judgment, the job ot an 
ofhice manayer wil] ine reasingly become 
“more administrative, more concerned 


with decision-making, and less and less 
routine.” 

Another opening day speaker, W. C. 
Hill, 


tion tor Hotpoint Company, 


Manager of General Administra 
discussing 


A New 


Concept,” said “The challenge and op 


‘Administrative Management 


portunity tor the administrative man- 


ager in the next ten years is unlimited.” 
If this challenge is not met squarely 
and immediately, the forward progress 
of business may be severely limited, he 
declared. 
Paper work has increased to flood 


proportions, and the number of cleri- 


cal workers to handle this mountain 


of paperwork is increasing at a 


More 
today the labor supply is short 


terrifying rate, he continued. 


over, 


and prospects tor 


in Sit ht. 


Its improvement are 
not now 

“Administrative 
not kept 


DUSINESS 


management has 


the other mayor 
said Mr. Hill. The 


is that the office “may well 


pace ith 
functions,” 
result itself 


become the road block in the forward 


march of our economy.” 
(Among the many responsibilities of 
administrative management, according 


to Mr. Hill, are 


ment methods and techniques, 


research in manage 


long- 
range planning, consultation with op 
erating 


management, integration of 


plans and programs that cross all areas 
of the company’s busine $s, and stand 
ardizing mechanical office procedures 
in the most economical manner. These 


responsibilities are vital to a coordi- 
nated, scientific approach to the mount 
ing problem ol paperwork, said Mr. 
Hill. 

To meet this problem and the in- 
creasing cost of doing business, Mr. 


Hill stated, 


has ¢ stablished 


the Hotpoint ¢ om pany 


a General Administra 


tion Section, which reports directly to 


the president of the company. “This 


section was created to contribute to 


the company's successful operation 


riot ve % 1 
through effective long-range planning, 


organization and management plan 


! 


ning, ope rations analysis and research, 


systems and procedures and _ office 


scr ices,” declared Mr. Hill. 
The results of various studies made 
by the General Administration Section, 
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B.C. Allen casu naersran P, 
ey git fal ol 


The Low Price of R. C. Allen Cash Registers is al! t! 


because of the mar 


e > amazin 


y ‘extra  efficienc y features jered standard in these 


sses, whether | 


) their requirements and satisfactory in both service and 
e for R. C. Allen quality is natural with executives who are 
both ecor 


y conscious Ca your R.C. Allen dealer for a 
demonstration s for information about a cash register to meet your 


requirements 


R.C.Allen Business Machines, Inc. 


686 Front Avenue, Grand Rapids 4, Michigan 


TYPEWRITERS + CASH REGISTERS - ADDING MACHINES - SAFES: FILES - BOOKKEEPING MACHINES 
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pointed out Mr. Hill, have been de 
centralization of the company, an order 
for the installation of an electronic 
computer Wilh its 


ana programin ny, 


attendant systems 
‘ proposed inven 
' 


tory plan which will petter balance 


customer service, and a projected Space 
expansion study for future development 


of the company 

In conclusion, Mr. Hill stated that 
in order to es ape the weight ot paper 
work and the increa inp cost of per 


sonne “we must about 


learn more 
scientific methods and techniques and 


their ipplications 


R. , 


QUALITY 


or write & ‘Dept. 3-Q, Cramer Posture Chair Co., Inc. 
1205 Charlotte, Kansas City 6, Missouri 


Held in conjunction with the 14th 
Annual Seminar and Business Show 


was the eleventh annua! Business Stu 
dent's Conference, sponsored by the 
Chr io \rea Bu ine I.ducators asso 
ation ind tive (, d on 0 
N yrthwe tern | nive ty on February 
15, the final day of the Busine Show. 
Students, teache ind sponsors trom 
nearly fifty high ) irticipated 
in the conterence and d IssIOns were 
led ht ocal du it i | vusine 
le iders \ hortha | )) ed demonstra 
tion and student panel d ission com 


pleted the morning program 
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The keynote address was delivered 
ry Dr 


Placement, Northwestern University. 


Frank S. Endicott, Director of 


Standard units 


(From page 31) 


crations were carried on in 


a down 


own ofhice. What with increased sales, 


T. nounting paper work, the higher 
ost of skilled personnel, the busine 
ofhce soon became unwieldly and con 
nine ; 1 ret } | 
renin. Th loye her with the nec 


j | 1 ) | ‘ ] 
lor closer liaison with the Rocketeller 


Center ofhce, determined still another 
move, 
Having decided 


upon the move, 


Simon and Schuster set up as its goal 
a business office that would fulfill the 
following requirements: (1) be clos 
enough to the editorial offices to permit 
easy personal contact, yet not add the 
prohibitive square footage rental price 
of Rockefeller Center space to Its fixed 
costs: (2) coordinate all the order proc 
essing, billing, credit checking, collect 
ing, tabulating, filing and mail order 
handling operations into a smooth flow 
of work that would follow a scienti 
hieally arranged pattern; (3) remove 


the “orphan” from the 


psychology 
business office by arranging attractive, 
comfortable quarters that would attract 
and hold high caliber personnel; (4) 
provide equipment for individual work 
stations that would enable employees 
to speed operations without expending 
additional physical energy. 

The job of finding such space, and 
then laying it out and equipping it to 
meet these requirements, was entrusted 
to Gerald J. Morse, Simon and Schus 
ter's Assistant Secretary and Treasurer. 

His first step was to lease an old 
factory loft near Radio City, tear down 
walls and partitions, put in new floors 
and ceilings, and do a completely new 
repartitioning job. 

Decor-wise, the somewhat drab ex 
terior of the building was compensated 
by a daring and unconventional use ot 
color for the interior 

The conventional green that charac 


terizes so clerical areas was 


} 
tt 


many 


vxandoned in tavor ot bright yellow 
walls, white ceilings and yellow and 
in decorative trims. In the reception 


rT ' 
room, gray-black-white mottled drape 


ind the pol shed 


} 


et off the coral wall 


' ' 
siiver lamyj Every area, right dow: 


o the stock room, is given its abundant 
; , 
irc oO olor and brightness 
, 
Before drawing up a floor plan for 


the new office, a thorough study was 
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All that dictation ! 
Hasnit he heard about 


Verifax Copying? 


I fere’s how this completely different 
method speeds communications in oe — 
thousands of offices . . . brightens each 
day for boss and secretary. 


You'll never have to dictate another 
letter or memo which quotes from one 
you have received. Your secretary can 
make 5 photo exact duplic ates of the 
original in | minute with a Kodak Verifax 
Copier; dispatch them immediately with 
a “See attached” note 


You'll skip dictation, too, in answering 
letters which ask specific questions. Just jot 
the facts on the original and mail Verifax 
copies as your re ply. Same routine saves hours 


of re typmg in filling quotation reque its 


You'll also use Verifax copying to eliminate 
slow “one copy” routing of incoming 
correspondence, magazine artic les vet 


opinions from key men fastes 


You'll be able to send « opies of inquiries to sales 
force, branch office etc. as soon as they're received 
no retyping errors, 1O OMISSIONS no prootre iding 


Verifax copies are authentic from letterhead to signature 


The revolutionary Kodak Verifax Copier is surprisingly simple 
to operate, After a few minutes instruction, your secretary ¥ ill 


be whisking out 5 photo exact copies of any rec ord in 1 minute 


for only Do each No change in vour present room lighting! ‘ 
And another plu vou can even make offset plate s with it , A | 
for less than 20¢ each! j 


Many valuable tips based on the « Yperiences of thousands 
of users—are included in new free booklet giving full details 
R« on this sensationally versatile $240 machine 


—--—-—-—---- MAIL COUPON TODAY ——————————-—- | 


EASTMAN KODAK COMPANY 
$43 State Street, Rochester 4, N.Y 

Gentlemen: Please end free copy of New 
lime-Saver, New Idea tor Ever Office iso 
Verifax dealer 


ursinn Photo Methods Division 
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She, 


made ol every operation that was to 
be housed there. Each clerical function 
was re-evaluated in terms of the part 
it played in the overall pattern. 

One major change, the installation 
of an electronic tabulating system, for 
example, brought about a_ radical 
change ol procedure in the billing de 
partment, Clerical employees had to 
be retrained to handle a new kind of 
source material and data sheet. The 
entire order department had to be re 
aligned and built around the tabulat 
ing room, The claims department too 


had to be retrained to work from 


far, in the big office market. 


* Sublect to . 
ABC. audit von, 


212 Fifth Avenue 


Dramatic Circulation Rise? Yes . . . and 
primarily it's a reflection of a 


UNIQUE 
EDITORIAL 
SERVICE 


OFFICE MANAGEMENT is the fastest grow- 
ing business publication for management execu- 
tives, with the largest A.B.C. paid circulation by 


Reason? Its far-ahead-of-the-pack leadership in 
serving this field . . . its initiative in spearheading 
office automation, its ‘Tools 
of the Office” 
its case histories . 
sorship of the “Office of the 
Year” Awards 
dinating YEARBOOK issue 
... have won for it the loyalty 
and confidence of American 
management executives con- 
cerned with office administra- 


OFFICE MANAGEMENT 


The Magazine for Management Executives 


New York 10, N. Y. 


A GEYER-McALLISTER PUBLICATION 


carded data rather than the usual 
claims forms and diversely gathered 


source inlormation. 
Space left open 
Within the 13,000 square feet ot 


os . , 
available space (housing S52 employees), 


“9 
4 minimum of partitions and walls 
were used, therebs reating a teeing 

P b 
of breadth and Spaciousne With the 


ex eptlion ol th recept on room, bran h 


manayer’s office and tab room, the en 
tire ofhice consists of “open space,” 
thus providing an abundance of natu 


ral light flowing in from all sides. 


features... 
. its spon- 


. . its coor- 


With the overall] requirements of the 
| 

new office thus firmly fixed by com 

pany executives, the planning depart 


} 


ment of the Art Metal Construction 


Company was called in to create indi 
idual work stations and devise tailor 
elected arrangement that would af 
ford each employee the maximum 
freedom trom mechanical tasks. To 
gether, the office manager and the 
planners went over the unusual as well 
as the routine functions of each Sta 
tion, made studies of the amount of 


| 


work suriace, filing room, inter-ofhice 


contact, and prestige factors involved 
in each particular job Typical and 
peak-load operations were charted in 
detail through an “on paper” office to 
allow for the greatest possible comfort 
and efficiency when the installation 
should finally be completed. 

By thus matching equipment to spe 
itic job needs, many unusual—but eff 
cient and suitable—arrangements were 
arrived at. In the order processing 
department, for example, where cus 


tomer’s orders are written up and proc 


essed tor the adjoining tabulating room, 


Art Metal Work Top tables were pro 
vided tn place of desks to allow greater 
freedom of movement for the worker 


and adequate space for the simultane 


? 
ous arranging of different groups of 
orders on the work tops. Storage space 
for working materials is afforded by a 
four-drawer letter file which also 
doubles as a work-station divider and 
support. 

The same principle of supplementing 
desks with Work Tops, both in El 
Unit arrangements to conserve valuable 
space, and in a regular extension of the 
desk—depending on the space avail 
able—was carried through in the 
Claims Department. This close-knit 
department, which is responsible for 
the processing of claims, requires for 
its operations a number of billing ma 
chines, adding machines, typewriters 
and at-hand reference files. Each de 
1} 


partment member wi from time to 


time, work at se veral ol these opera 
tions 

lo allow for the greatest flexibility 
within a limited amount of space, the 
planners devised an arrangement 
whereby each employee has a home 
based, sinule pede stal desk affording 
him the required storage space, an ade 
quate working surface, and room for 
one business machine. Supplementary 
business machines were then arranged 
on the adjoining tables, centrally lo 


cated, where they could be used by 
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INTEGRATED 


PROCESSING 


DITTO gives you integrated data processing in its simplest and most effi- 
cient form. DITTO integrates, on a single master, instructions and data 
formerly processed in different departments and plants, on different types of 
writing equipment such as typewriters, teletype machines, tabulating ma- 
chines, bookkeeping machines and Flexowriters. From this first writing, 


DITTO produces all copies required for interested personnel. Thus DITTO 
1. D. P. eliminates the many neediess writings or typings that slow down, 
and increase the cost of basic procedures such as order-invoice, purchase- 
receiving, production and payroll. You can find no surer way to stop wastes, 
increase earnings and add to your profit dollar. 


*How DITTO |. D. P. increases Profits Thousands of Companies, Large and Smali, Use 


DITTO |. D. P. Because They Can Do Ali These Things. 
1. Construction Engineering com 5. Electric Products manufacturer 


pany saves $30,000 in payroll prepa 
ration annually 


2. Rubber Goods manufacturer sim 
plifies order, billing and back order 
paperwork with savings of $27,000 
yearly 


3. Chemical Products manufacturer 
saves $18,000 yearly through reduc 
tion of 10 in clerical personnel 


4. Wholesale Grocer saves $23,000 
annually, including $15,000 savings in 
truck waiting time alone 
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simplifies manufacturing, shipping 
and billing paperwork with yearly 
saving of $16,000 

6. Atomizer manufacturersaves 
$12,000 annually in training expense 
7. Steel Products manufacturer 
saves $16,000 annually in production 
clerical costs 

8. Air Diffuser manufacturer simpli 
fies production control with $18,000 
annual savings 

*Send for complete case histories 
telling how these savings were made 


For More Information From 


Advertisers 


1. Make up to 300 copies, from a 
single written original, of anything 
typed, hand-written, traced or drawn, 
without need of stencils, mats, type 


or make ready 


2. Make 100 to 120 copies per minute 
in | to 5 colors at once 


3. Make copies on varying weights of 
paper and card stock and on any 
standard size sheets from 3” x 5” to 
14” x 17” 


4. Obtain accurate registration, copy 
to copy 


5. Reuse the same master for succes 
Sive copy runs 


6. Use the master to run copies at 
one location, then send it to another 


location and run additional copies 


7. Add new data to master periodi 
cally for reuse in running cumulative 
reports 


8. Mask out any material on master 
not required on certain copies 
9. Reproduce single items trom 


s labor 
tickets and material requisitions 


master onto unit copies such 


DITTO 


What DITTO Can Do For Others DITTO Can Do For You 


Take tris First Step to increased Paperwork Efficiency 
MAIL COUPON FOR FACTS 


DITTO 


DITTO of Canada, Lid 


incorporated 


DITTO (Britam) Ltd, 126 


Al noc 


how you can save uw 


t of obligatior 
money, t 

Order Billing 
) Payroll 


Company 


Address 


Jse Readers’ Inauir 


22735 W. Harrisor 


Toranto, Ontario 


please send me case h 


] Product 


Chicago 12 


1278 New Kings Road, Fulham, London, S$ W 6, Cngiand 


tories and information on 


ne, and effort with DITTO! OD P tor 


” Purchase Receiving 


} Inventory Control Other 
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Designed to your 
SPECIAL FORMULA 


Executive and general office 


arrangements 


adaptable and 


tailored to 


your personal 


needs « « 


and accessory units - 


need... or multiple combinations for your departmental needs. 


STEEL EQUIPMENT CO. 


6600 Hasbrook Ave., Philadelphia 11, Po. 
New York « Chicago + Dallas « Los Angeles 


thats PEERLESS MODULETTES 


From a wide selection of Modulettes - - drawers, files, cupboards 


there’s a perfect combination for the executive 


The new, illustrated price list of Peerless Modulettes tells the 
complete story. How to tailor-fit these units to your special formula 
of functional work-space areas. Write us direct. . 


or inquire of your nearby Peerless Dealer. 


PEERLESS 
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different empioyees at different times, 
merely by sliding a chair a distance of 
three feet. 

For Order Department personnel, the 
EJ-Units serve as truly active work sta 
tions. Their voluminous correspon 
dence, immediate reference and filing 
requirements are all satished within 
one compact unit. Here, convenient, 
lower heights were arranged for the 
typewriters—in contrast to the continu 
ous tops provided for the Claims De 
partment, 

‘| hroughout the ofthe c, the Ingenious 
and unusual use of standard equip 
ment has enabled Simon and Schuster 
to give their business office many of 
the adv intages of custom design and 
individual creation. Decor-wise, a co 
herent effect has been achieved by 
blending the tan of the desks and 
tables with the yellows and tans of 
the walls. More important, however, 
is the fact that each work station 
has been built up out of individual 
needs. As a result, although a belt 
like work-flow has been arrived at, 
each individual has the kind of work 
station ideally suited for his job. The 
yains in morale and work output have, 
according to management, more than 


justified the individual approach, 


Books and Pamphlets 


Lasser’s Handbook for Accountants 


1. Bes Standard Handbook 
for Accountants 1s a new publication 
of the McGraw-Hill Book Co., 330 W 
t2nd St.. New York. A massive vol 


ume of 1,056 


Lasse rs 


es, this work is de 
signed to i i complete relercence 
manual on organization, procedures, 
and other matters of interest 


iwccounting protession., The book 1s 


priced at $| ) 


Supervision 


Dynamics of Good Supervision, by 
lugene J. Benge, management engi 
neer, has been published by the Na- 
tional Foremen’s Institute, a division 
of Vision, Inc., 100 Garheld Ave 
New London, Conn It is aimed at 


” 


the executive and those interested in 
becoming executives. Subjects covered 
include organization problems, plan 
ning and control, selecting subordi 
nates, motivating employees, work 
simplification, and industrial relations. 


The volume is priced at $12.50. 


OFFICE MANAGEMENT 


Pe 
FS 
Pe 
Pe 
a - ; 
, ne Lap 
3 ps ins | 
ee pas } : ; ; 
ms on . . = "4 3° a : ~\ ¥ 
2 # | =| y UClh or. 
) = Enis ee 
a a | 
ae j 
. q . 
a 
ae 
. 
4 PEERLESS ee 
Me iv w 5 a) - 
ae 7 J 
on 50 ee) a 
a | 


Did you say 


=e eee . = 
ner iin 4 
Ba d 
Py = 
AG ds 
[ea 
: & ce 
2 ee 
3 ve 
ee 
jee Sn, 
Z uy aa 
i i 
a €] J 
+ a 
i.e 
eee @# @ i. es é: 
So ae 
ait? = ie 2 tf ~~ a : eo eae, & 
. on” an 1. . ee ae F i 
_ ie : | os ~ ae? Se 
} Cee we a | ; 4 ie 
es ae Oe IY ae: wie te Hin ee Ww ee 
i i sa ’ ron ae i er a a ee 
a ; we he ll a tee 
‘ i. , ai = ». aja: fae 
ee i ie \ i aa 
*, 4 ¥ : Ss ype ; b x i ly ‘ Hy : 
s id 3 ~ + < i $a ai p if ; & \ a 
me” Pixs “ | ae 
: ey ee ‘i : BS aes 
y -. te : sali : 7 % 
# Pee 3 we * f a 54 
3 3 ‘ ss 5 ‘e a 
is e 4 : F ~ ; m f 7 ay 
ef } oH = ‘ a Alien ; rr i ie 
ae 5 a : = & 
; F ‘ ; . ieee : y . 7 
3 , an ye ' m < Na a 
: , me Pa mr. % a \ ee ie 
A ot eS MK : — 
be - 2 ae ee at r . fae 
aii ‘ * . : ; ie . > ts 
iy by . 1 q i Be gic. 
r,% Has i ae < ; i. 2 ee 
no as i 3 ; : i a % ; >. if 
a TT . : . 4 = i Fo a= ae 
5 fe A. get al ' ’ ; a dee 
- a ' w Fa ey 4 i a ; ’ 5 ‘ 
4 hy: <? s Mice a ie S ¢? 3 ’ mn Bi re 
eat ep ; : er 33 9 a i id a i i { 
a ps 28 ve F \ he Bs ie 
sf ; aa 1 4 4 i= a = =. " ii I. 
9 : 4 fe va fr r ie ; ; Say ‘ 
> ee, x : a = 4 ae P i 
. . F uf fee 3 . i 2 aie 
t ‘ee - Rae ; . ’ ae. ite ie 
; i a ae od ‘ hulle r "’ 
> ae SS 2 ae ; ee ty 
< “ i . : * % We a ‘ } . y j Ps a . 
. Ay , wee ee ti Jt E. ae 
, ee ee ~ . | tae 
fs Z : - ae : Se ee 
i u > ; Y ee 
f cs te 7 at, Boe bi iii 
: . glia See ‘4 a 4 t 
Le ~ ee ¥ EZ ee 
" “4 : : ff - c Pe i 
i in 2 tn, : é | ee 4 
> ae ie 3 , Pa Se ay ° % Loe 7m 
i ei 4 Miu age ers: x — & Lita f a ou Ae 
PE A ee aM ie gy | 
. be) ‘ * ite 8 Ming r a ‘ ¥ ee : 
* te my | rc ~~ 4 Se a N a site j py " ‘ 
ae ies t 4 = Ms y f fe ; ce of ; 
‘ ; t ee i tie es, () a 
. 4 ete : re 
an x i * ‘ i Paki 
a ' 2 4 ha ts 


rein, Cae 


You'll find the 


* ee 


reddest reds, th: biuest blues, the greenest greens in 
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. ee — Dixon color engineering has created colors of vivid 
ey  atensity . .. in o wide range of shodes thot answer | 
|] __ every individual color preference. 
Lemon Yellow 374 
r 2 5 = 42 
cm ee . ee et | r—— DTN | Ch 
Yellow 474 = AINE 
mm £ , 
i sa - a . a ‘a 4 ; 
ms - Es fe va. 
( hre + ll ~~ . p ” : 
=. Did you say the perfect balance 
See ane of visi d strength? 
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. . 38 SPARKLING COLORS 
on 471 ” “ 
——— Try Dixon Thinex ond it’s “touch and go” for the easiest, brightest 
color work, For thin leads of smooth, even texture ... for 
to encils thet sharpen eosily,hold points longer . .. for brilliont, 
pam rmanent results, it's Dixon Thinext! 
i WATERPROOF «© SMEARPROOF « FADEPROOF 
Pink 38) ' Rounded hexagon, dozens in %4 gross boxes, 
| ond in 12, 24 and 36 color assortments. 
‘ i use on Biveprints, Von Dyké and Ozalid Prints 
peeer S56 370 Red, 371 Vermilion, 379 Yeilow, 383 Scoriet, 
: 390 White, Erosoble, 
 — * 
Red 426 Your dealer will supply 
with Dixon Thinex 
96 Color Pencils, . . see 
the “colorful 
; difference” 
Rove a today! 
Blue 394 
Ideal for 
- CHEQKING 
jive 418 + SKETCHING ‘ 
+ BLU 18 a (e) 
- * CHARTS 
¢ 420 «+ FIGURES Cross Section of 
= co THINER" tead 
+ FORMS " 
a + MAP| COLORING 
_ Pencill Sales Divisiog-CP-1 THE SEPH DIXON CRUCIBLE Co PANY, JERSEY CITY 3, NJJ 
et 377 DIXON ENCIL qo _ LTO Newm rket, O@tario, C noda D 4 
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Paris Blue 326 


Azure 320% 


Sky Bive 320 


Light Violet 3 
“A 


Ultramarine 33 


Did you say the 


Violet 323 


best thick-lead 
color crayon pencils? 


Biue 350 


Ask for 


Verdant Green 3 


OIRKO INI 


Oliwe Green 32° 


BIESiim 


36 BLENDING COLORS, SHADES, TINTS 


Light Green 354 


May Green 356 bs 


Ideal for 


+ DRAWING 

« SKETCHING 

« DRAFTING 

+ CHECKING 

+ MAP COLORING 4 
* MARKING BLUEPRINTS 


Here's the best you can buy: smoother, stronger, longer- 
lasting Dixon Best! Even in texture, sparkling in color, 
it's @ perfect color pencil for broad strokes and bold 
masses. Artist, architect, draftsman, engineer .. . all 
deserve DIXON BEST! 


* WATERPROOF — FADEPROOF — SMEARPROOF 
* HIGH VISIBILITY * SHARPEN EASILY 
* COLOR UNIFORMITY + HOLD POINTS LONGER 


Round shape, dozens in “% gross boxes, and in 
7, 8, 12, 24 and 36 color assortments. 


Pencil Sales Division-CP-] THE JOSEPH DIXON CRUCIBLE COMPANY, JERSEY CITY 3, N. J. 


é cy 4-5 7 


Virsdian 355 a ©: 


Green 354 


Prussian Green 35° 


- 


Raw Umber 34? 


Sepia 


Terra Cotta 351 


Cross Section of 


Burnt Ochre 335'5 


“DIXON BEST" lead 


Brown 343 


Your dealer will supply 


you with Dixon Best Color 
Pencils ... see the “colorful 
difference” today! 


DIXON PENCIL CO., LTD. Newmarket, Ontario, Canada 


Gray 3525 


Slate Gray 331 


Black 33) 
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24 Sparkling Colors 
Blendable when wet — erasable when dry 


Dixon Anadel color pencils leave an indelible impression 
on every user! Once you try them, you'll always buy them! 


m4 They’ ity strong, i bl h in texture. 
(@) ey're unusually strong, incomparably smooth in texture Your dealer sill supply 
+ HIGH BRILLIANCE + SHARPEN EASILY you with Dixon Anadel 
Cross Section of + UNMATCHED SOLUBILITY «~. HOLD POINTS LONGER Color Pencils .. . see the 
‘ANADEL" lead “he to 
Rounded hexagon, dozens in 4 gross boxes, and in “colorful difference” today! 


8, 9, 12 and 24 color assortments. 


Pencil Sales Division-CP-1 THE JOSEPH DIXON CRUCIBLE COMPANY, JERSEY CITY 3, N. J. 
DIXON PENCIL COMPANY, LTD. Newmarket, Ontario, Conada 
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A Monthly Feature 


Tools of the office 


Air conditioning equipment 


and fans 


by Robert Beeman 


j 


the other h ina, 


Adak. 


little else may 


AIR CONDITIONING to much in On 


be regarded is a sort of cross between 


IS COmIny 


very scem to matter in 


Curtis 7's hop. model Ulustrates trend 


the . . 
to decorative colors. Shades available 


a tringe benefit and a tool of business. Panama City. But climate is not 


Job 


cross-exXamination ol 


applicants no longer limit their 


prospective em 
ployers (in itself 


on 


a curious comment 


this era of clerical worker short 


ayes) lo questions about Vacation 


schedules, insurance protec tion, and 


‘ ] 7s 
reurement plans. They are also inquir 


ing into the physical comtort of thei 
In 


i tactor, the would be work 


working spaces. areas where hot 
weather 1S 


er 1s becoming actively interested in 


\ ' 
whether or not his employer will pro 


him with air conditioned offices 


vide 

Air conditioning has thus been added 
to the list of items (once regarded as 
having no bearing on a job) which the 
applicant considers in de ding where 


work 


c HpRoyer 


he wants to 
In 

take into account this change in work 

Some 


turn, have beyun to 


er attitude. are finding it neces 
air conditioning equip 


ment I | as device to attract 
hard-to-get he p 
Beyond this 


lor, 


somewhat marginal bad 


however, management 1s giving 


the uses ot alr 


more thought con 


ditioning as a to bettter 


Vhere 


mean pro 


duction certainly no doubt 


that human efficiency declines sharply 


in uncomiort temperatures and 


humidity conditions. ¢ orrespondingly, 


the work tur out is reduced in 


tity, usually both. 


ryument about this 


importance 1s 


th reduction is enough to 


matter in the individual case. 


It probably does not matter 
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The hine > 


Many 


generate enough heat to make other 


only factor othce 
working spaces un 
And it hardly needs 


to be observed that the mere 


wise comfortable 


! 
acceptably warm. 


pre scnice 


of human beings in a room wiil raise 


both its temperature and humidity. 


Manutacturers of att conditioning 


equipment are fond ot sayiny that on 


a hot day the average worker loses at 


least an hour's worth of work through 


efhciency loss. They proceed then to 


sugyest multiplying the number of 


workers in an office by the average 


The 


should 


hourly wage of those workers 


\ 
resulting figure, on su ha Das 


show the dollars-and-cents 


day ot hot weather. 


( ontinuing mn this vein, this hiyure, 


the number of hot 
locality 


if multiplic d by 


days nm a piven during the 


summer, should give the total 


cost of hot weather in that locality for 
the year. 


The 


point out that this financial lo 


manutacturers then 


Ld 
ider ibiy greater, over a period 0} 


cost of ins 


than the 


ing, and operating alr condition 


ing equipment 


| 
ranting an clement ol salesman 


in this ipproacn, it 


ontains a good deal of common 


scr se It c% said th ir-con 


ditioning is an economic nec 


all parts of the country. Nevertheless 
the effects of hot weather 
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that 
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ments for air conditioning are not 
related simply to the matter of personal 
comiort, 

There are, in addition, a number of 
office operations such as punched-card 
tabulating, that are physically hamper 
ed by conditions of excessive humidity 
or heat. In cases of this type, air con 
ditioning may be imperative in hot 
weather areas. 

Comfort depends on several factors. 
Temperature, obviously, is of prime 
importance. But humidity should not 
be overlooked. Even when tempera 
tures are high, comfort can be largely 
maintained by reducing the moisture 
content of the air. Conversely, tem- 
peratures which are only moderately 
high can become unbearable if humid 
ity exceeds limits. 

Complete air conditioning, therefore, 
requires control of both temperature 
and humidity, But if cooling equip 
ment is not available, it is still possible 
to improve conditions by using de 
(Standard 
air conditioners provide for dehumidi 
fication without the need of additional 


units.) Occasionally the reverse of this 


humiditi ation equipment. 


situation is found—the air is too dry 


and may be made more comfortable 
by the use of a humidifier. 

Two other factors are of importance. 
One of these is movement of the air. 
Air in moderate motion is generally 
more comfortable than still air, which 
explains the popularity of fans and air 
circulators. Nevertheless, it is far from 
ideal to install fans for the sole pur 
pose of moving air around a room. 
Some arrangement should be found 
by which stale air can be exchanged 
for fresh air. If this is not done, the 


air merely accumulates 


evaporated 
moisture and odors within the room 
and distributes them impartially to all. 

The other factor which determines 
room comfort is the physical activity 
of the people within it. This is self 
explanatory: a seated worker may be 
quite comfortable in a room which is 
intolerable to an active worker, and 
vice versa. 

One of the first questions raised by 
a company considering the installation 
ot air conditioning equipment 1s how 
large a unit is required. But first it is 
necessary to clarify the standards by 
which equipment is measured. 


From the technical standpoint, it is 


most accurate to gauge cooling capaci 
ties by determining the number of 
British thermal units a conditioner 
can dispel in an hour. These figures 
are found in the specifications provided 
by the manultacturer and are the most 
meaningful of the data available on 
this subject. There is however, a use 
ful relationship between the cooling 
capacity of an air conditioner and the 
horsepower of its compressor motor. 
Roughly, one horsepower of com 
12,000 


B.t.u. an hour. It will be seen, by ex 


pressor capacity will dispel 
amining the specifications of different 
models, that this value holds only ap- 
proximately. It is, nevertheless, a us 
able standard. 

Because of the convenience of the 
horsepower figure, however, this is the 
measure that is most often applied. Air 
conditioners are referred to as ¥, h.p., 
% h.p units, and so on, to indicate 
the power of their compressor motors. 
It is important not to mistake the 
horsepower of the fan motor as a 
measure of the cooling capacity, for 
this figure is irrelevant in this regard, 
ind it is invariably much less. As in 


dicated above, a one horsepower com 


The size of air conditioner needed to cool a room of given dimensions is affected by a 


variety of factors. 


This chart indicates the suggested compressor horsepower for each 
room size in terms of all the conditions affecting room temperatures. 


Room Location 


Kind of Exposure 


Rooms with northern 

or eastern exposure, 

or wit) walle shaded 446 
from afternoon sun 


Rooms shieided trom 


direct overhead rays of 
sun (1.6., rooms below 
an insulated roof, or 
not on top floors) 1-3 


Rooms with southern 
or western exposure, 44 
not shaded from sun 


Rooms with northern | 
| Of eastern exposure, 
| or with walle shaded 
from afternoon sun 


Rooms exposed to heat 
of sun from above (i.¢., 
rooms on top floors 

without insulated roof- 13 
ing) 


| 


Rooms wit) southern 
or western exposure, 44 
not shaded from sun 


| 


* For the purposes of this chart, a “hot 


climate is one in which outdoor temperatures frequent! 


| Mot 


| Mild 


Type Room Size in Square Feet 

Climate’ | 100 | 160 | 200 250 | 300 350 | 400 | 500 | 600 | 700 | 800 | 900 1000 1100 1200 | 1300 | 1400 | 1500 
Hot | “4%! ae ! Ig | tg] 1%] 2 2 2 2 |2 214 
Mid | &%/] %/ ! ' ‘ (| “di l 14 | iy) igi] ity) 2 $ i3 2 
| Hot 1 yl ait 1 1 1 1 hy 1 2 2 2 2 2 M4 | 2 2! 
Mild mig) wl Mt 1 i 1 1 144} 1%] 2 2 2 2 }2 2! 


Mild 


Hot 
Mild 


Mild 
Hot 
Mild 
Hot 
Mild ; “w11 1 1! I 1! 
Hot 


Mild | 1 1 1! 1! 


Mild 


Hot 


y exceed 05 A ‘mild 


clumate w one in which the temperature rarely rises above 05 
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pressor will dispel about 12,000 B.t.u. 
an hour. 

By coincidence, the cooling effect 
produced by such a unit is approxi 
mately equal to that obtained by melt 
ing one ton of ice in a closed room 
over a period of 24 hours. Thus, the 
terms “ton” and “horsepower,” as ap- 
plied to air conditioners, are more or 
less synonymous. One manufacturer 
may describe a unit, for example, as 4 
“one ton unit,” whereas another will 
cal] an equivalent conditioner a “one 
horsepower model.” In either case, the 
manufacturer should provide informa- 
tion as to rated capacity in B.t.u. per 
hour. 

In deference to usage—and conven 
1ence—this discussion will make use of 
compressor horsepower as the measure 


of cooling capacity. 


How large a unit does it take to cool 
a space of a given size? It will be dis 
covered at once that this is not an easy 
question, Most manutacturers, in fact, 
are unwilling to quote a figure with 
out pointing out the numerous tactors 
that may affect it. 

On the opposite page appears a 
chart which will illustrate this point 
This chart 1S designed to show, in ap 
proximate values, the horsepower re 
quired to cool certain sizes of ofhce 
spaces under certain conditions. It will 
be noted that a space of a given size 
may require several times as much 
cooling equipment under some condi 
uuons as it does under other conditions. 
It is important, therefore, to look at 


the variable factors involved 


First of all, the degree to which the 
space is exposed to direct rays of the 
sun must be considered. Rooms with 
northern and eastern exposures are 
easier to keep cool on hot days than 
rooms with unshaded western or 
southern exposures. Rooms on top 
floors beneath non-insulated roofing 
require more artificial cooling than 
other rooms. 

An allowance must be made also for 
the number of people normally using 
a room. The more persons in the room, 
the greater the cooling capacity re 
quired, 

The prevailing climate is also a fa 
tor. A climate in which temperatures 
rarely rise above 95° F permits the use 


ot smaller units than hotter climates. 


These factors are reflected in the 
chart. It should be noted, however, 
that the values shown are illustrative 
rather than exact, and are intended for 


general guidan e rather than for mak 
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ing an exact determination of cooling 
requirements. 

One reason for this qualification is 
that all the posible factors are not 
covered in this one chart. For example, 
an ofhce containing heat-} 
machines, such as tabulating equip 


roduc ny 


ment, will require additional cooling 
facilities. Other points to be consid 
ered include the amount of window 
area, the type ol materials used in the 
construction of the building, the de 
gree ol shading trom the sun, and 
such matters as whether the adjo niny 
spaces (above, below, and neighboring 
on the same floor) are or are not air 
conditioned. 

In other words, air conditioning 
equipment should not be bought as 
one would buy a typewriter, in the 
expectation it will work equally well 
wherever it is used. It must be selected 
in terms of the specific requirements 
ot the Space in whi h it is to be in 
stalled. Ideally, the advice of an en 
gineer should be obtained. The very 
least that is called for is the recommen 
dation of an experienced and reputable 
dealer 

The IM portance ol selecting the 
right size unit should not be under 
estimated. An air conditioner that is 
too large may be as unsatislactory 4s 
one that is too small, quite apart from 
the matter of unnecessary additional 
expense, This IS $0 because the de 
humidification facilities of a modern 
air conditioner are des gned to provide 
proper moisture removal when the 
unit is on a normal length of time. An 
excessively large unit presumably will 
run only a short time, and the proper 
balance between dehumidification and 


< ooling bec omes disturbed. 


Equipment completely assembled a; 


one unit is usually referred to as “pack 


every year. Room divider above houses 

two Carrier units. Below: Mitchell unit 

illustrates phasis given case- 
ment window models. 


aged,” as opposed to large installations 
in which the components are brought 
in separately. 

In theory, the term “packaged 
could be applied to window models 
and small consoles. In practice, the 
smaller units are usually referred to as 
“room au conditioners,” the word 
“packaged” being customarily reserved 
tor units larger than room size 

Any air conditioning installation re 
quires some means of dispelling heat 
to the outside, An air conditioner 
turned on without some means of heat 
removal will actually heat up a room, 
because its motor will generate more 
heat than is removed from the air by 
means of the COM pressor 

This heat is removed either by vent 
ing it to the outside air (directly, as 
through 4 window, or through A duct) 
or by means of transferring it to flow 
ing water in a coil, the water then 


being either piped to a cooling tower 


or simply allowed to drain off through 


the plumbing system 
It is possible to air condition an en 


ure building with packaged units, In 


tact it 1s irgued that this approach 
57 
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Servel unit ix flush with windowsill 


offers 


centralized 


ertain advantages not found in 
systems bor example, it 15 
not necessary to operate the entire 
system when only certain offices are 
occupied, Moreover, a failure in a cen 
tralized system causes inconvenience to 
all tenants, whereas failures of single 


tinits localized 


result in only incon 
venience, It is also pointed out that 
the installation of packaged units 1s 
much less expensive than the installa 
tion of central systems. 


One pomt is worth noting wih re 


spect to installations in small offices. 
Units larger than % horsepower SIZES 


require 


"% hip models usually are available for 
use with JOY, of 230V, or 115V 


Trends in the newer 


08V or 230V power supply; 


models seem 
to be cirected to adapting them for 
yreater Hexibility of installation, Thus, 
new units have been introduced during 
the last year for suspension from ceil 
ings and for installation in walls, Man 
ulacturers continue to increase the 
number of units available for use with 
casement windows. In addition, sev 
eral models are 


ible” 


mounted stand so they may be wheeled 


desiyned to be “port 


they are provided with a roller 


from one 
Ihere 


date air conditioning with heating in 


location to another. 


s also a tendency to consoli 


central Systems. 


The standard air conditioner is bas 
ically a form of the conventional eles 
tric refrigerator, adapted for cooling 


rooms instead of food compartments. 


It is thus a well tried piece ol equip 


ment, with the 


“bugs” eliminated. 


There are comparatively few manu 


facturers of the bask 


components, i 
tact which is not apparent from the 
fairly extensive list of air conditione: 


make 5 


components, and in general the various 


Many of these use the same 


models differ more in externals than in 


their inner workings. 


Among these externals are such fea 


tures as thermostats, built-in timers, 


and he ating systems. Thermostats are 


useful in maintaining temperatures at 


1 pre set level automatically. Timers 


1 


permit equipment to turned on in 


time to cool an office before the work 
ing day begins, and to turn it off auto 
matically at the end of the day. 
Heating systems may be of two 
types: the heating coil and the “reverse 
cycle.” Heating coils operate much 
like the heating coils of any electric 
heater: that ts, 


generated by current 


passing through wires having the 


proper resistance. 
' 
Reverse cycle equipment merely re 
verses the air cooling ctivity ot the 


main unit. It must be understood that 
cooling ola pace does not mean that 
heat is destroyed (heat is, in fact, cre 
ated by the operation ol the motors) 
the heat is merely transterred outsice 
the conditioned 


Space The cooling 
| ; 


involve taking air from the 


room, removing the heat from it, and 

dispelling the heat outside. When the 
P 

cycle 1s reversed, air is taken trom out 

sicle ind heat enerpy 1s removed from 

it and ts 

‘| here 1s 


a relatively cold outside 


dispelled insicle the room. 
enough heat energy even in 
temperature 
to make this possible, Howe ver, reverse 
cycle units are usually not intended for 
extensive heating when the outside 
temperature is below 40° | 

have hot 


Fans and air circulators 


heen discussed here FY AUS their pur 
poses and uses are quit obvious. It 
is recommended, as pointed out earlier, 
that a change of air 1s particularly mM 
portant, and this is best achieved by 
locating the 


units in a position in 


which they either bring in new air 


directly or exhaust stale air to the out 
side. They may be located quite suc 
cessfully in or near windows, doors, 
and air ducts 


The following lists describe briefly 
the products of the major manuta 
turers of al conditioning equipment 
(including dehumidifiers and humid: 


fers) and of fans and air circulators 


The Manufacturers 


Air Conditioners, 
Dehumidification and 
Humidification Equipment 


lhbeon Supply Co., 179-15 Jamaica 
tve., jamaica 32, N. Y. 


dehumidifiers and SIX 


Line of six 
humidihers, 
varying in size, capacity, and type 
Features include controls lor regulat 


ing percentage of relative humidity. 


{dmiral Corp., 3800 Cortland St., 
Chicago 47. Admiral line of air condi 
tioners includes five window (% to 
to 1% h.p.) two casement (% to | 
h.p.) and two in-the wall (% to | 
Three 


h.p.) models, all air cooled. 


models have thermostats. 2-ton win 
dow unit also available. Units may be 
mounted flush with inside walls. Price 
range, $319.95 to $459.95, list. 

tyay Mfg. Co., 331 Southwest Bled. 
Kansas City %, Mo 


makes al small de vice lor mounting on 


This company 


in ordinary desk fan, which uses the 
principle ot water evaporation to cool 
the flow of air from the fan. It is priced 
at $l. 

Imana Refrigeration, Inc {mana, 


lowa Amana has three lines: tour 


Ye if "Round 


heating coil, 


window models with 


thermostat, timer, et 


with casement kit available, trom 


to | h.p.; three De Luxe models, 


trom % to |! h.p., similar but with 


out heater or timer; two Scot units, 


from to % h.p., wath fewer de luxe 


features: and two Central units for 


nulti-room cooling, from 2 to 3 h.p 
Prices ol 


window models, $299 50 to $489.50. 


\I) models Are alr cooled. 


Imerican Blower Corp., Detroit 32. 


Six water-cooled packaged models, in 


Even large units, like this Worthington 
model, are recessed in wall 
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Mitchell dehu 


removing exe 


idifier aids comfort by 
ss moisture from air 


sizes from 3 to 20 h.p. Units have 
heating coils for steam or hot water. 
Line of Diaflo individual room units 
have rated cooling capacities from 
7.800 to 24,300 Btu. an hour (ice. 
equivalent to other + to 2 h.p. mod 
els); these are 94% in. in depth and 
an be installed on floors or ceilings 
units have provisions for heating Also 
an extensive line ol equipment lor 


] 
arge centralized installations. 


Imic Mfg. Corp., 21-25 44th Ave 
Long Island City 1, N. Y. Amic mod 
‘ ire air cooled. Window units rang 
from to 1'4-ton sizes, have therm 


, 
ostats. Two lines of self-contained units 


lor yuilt-in nstallation in walls, in 
izes trom to | tons: both lines 
’ | 

nave thermostats, ind one line 


equipped for heatis with connection 


lo steam ofr hot water ] nes 
Bryant Heater Dit 1 ffiliate d Ga 
l:quipment, Inc., 17825 St. Clair Ave 


Cleveland 10. Information on current 


models not available at press time. 
Thi ompany has made window mod 
els in the to |-ton range with op 
tional thermostats, and air-cooled pack 
wed unit j ipa tie from |! to 
$-ton 

Carries Corp 300 S. Geddes St 
Syracuse \ y (Carriers extensi 

i¢ ranges trom small window model 
through irger pa kaged units to 


{ ' 1] 
equipment or cen ralized installations 


of the largest zes. Room Weather 
makers (u wy remot reirigeration ) 
range trom to | tons and may be 
ncorporated into “wet heat” systems 
node! nay be rece sed into walls he 
neath windows, hung on walls, mount 
ted on leg , Or su pended Irom or re 
cessed in ce.ling Modular Weather 
masters are 12 in. high and 11 in. deep 


(used with Conduit Weathermaster 


entral tem rmitting xibility 
central systems) permutting flexibility 
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in installation. Unit Weathermakers, 
in ! to 1'4-ton sizes make use ol 
remotely located refrigeration. Also a 
line of window models, some with re 
verse cycle heating, in ! to 1',-h.p 


$1Z¢s. 


Chrysler Corp., Airtemp Div., 1600 
Webster St., Dayton 1, Ohio. Airtemp 
line includes the following: Five air 
cooled window models (! 
h.p.), with flexibility of mounting cle 
luxe and special models offered. Four 
uir-cooled models for casement win 
dows, in ' to 4 h.p. SI7eS, also ot 
fered in de luxe and special version 
Six Imperial all-in-wall and all-in-win 
dow models, thermostatically con 
trolled, in sizes trom ! to | h p-, alr 
cooled Four alr cooled packaged units 
in sizes trom 2 to 74%) h.p. Nine water 
cooled packaged models in sizes from 


> to 30 h.p with optional features 


Circle Air Industries, 244 Herkimer 
St., Brooklyn, N. Y. Current informa 
tion not available at press time. Circle 


has made Dual Conditioners for both 


heating and cooling, designed for 
nulti-room installation 

The Coleman Co., Ine Wichita 1, 
Kan Line of pa kaged units in 1% 
5, ind ) h.p SIZCS. Retr geration 
equipment 1s remotely located Also 
., 3-, and 5-ton self-contained coolin; 


units and other equipment 

Cory Corp. Sk: Fresh’nd-Aire Co 

Crosley Dit lvco Mie. Co 1329 
Irlington Ave Cincinnati. Laine ol 
hive ur-cooled window mode (ase 
nent window unit offered. New Pow 
er-Miser is designed to draw only 7 
impere beature available include 
thermostat, flush mount ny, ind ush 
yutton controls 

Curtis Mfg. Co., 1905 Kienlen Ave 
St. Lou 0), Mo Packaged air con 


ditioners in six model water cooled 
ranging in ze trom 3 to 20 hip 
Water and electrical conections are re 


quired tor installation Special features 
thermostat, 3-position selector switch, 
pum lity control 

The Deering Air Conditioning Co., 


1069 Celestial St., Cincinnati. \.ine in 


. fy ' 
uc ur-cooled window mode one 
or which are uitable tor installation in 
— . ‘ | 
iscmen window Model or i 
} 1] netallar 9 
c- Wall NStalallion AVALADIE 


Drayer-Hanson, Ine 4401 Medtlord 
S/ La Inecle 64 Horizor lal a | 
ertical Spotaire equipment Coolin 

I {Ul} j 
apacities range trom 000 to 24,000 
K.t.u. an hour. Heating facilities avail 

1 , 

able These are individual room units 


bes gned lor compactness. 


Decorative Phileo unit stands clear of 
window; weight rests on legs. 


Dryomatuc Corp llexandria, Va 
Dehumidihcation equip nt of various 
sizes and types 

Ebco Mfg. Co., 265 N. Hamilton Rd 
Columbus 13, Ohio. One “Oasis” de 
humidifier, 13 in. wide, 18% in. high 
ind 19 in. long, weighing 55 lbs. De 


} ' 


signed to remove up to 5 gal, of water 


- 
from air each 24 hours. in closed 
rooms of cu, ft ipacity up to 10,000 
Compre sor notor 1 i h }? | nit 


nounted on ree wheeling casters 
The Emerson Electric Mf Co 
4100) Florissant Ave St. Lou 4 


ble en window nodel ur cooled 
rarigriny rom , to | hy nelud 
n models lor casement vindow 
Available teature wluide reverse cvcle 
icaling flush mounting thermosta 


ind a decorative teature on sor mod 
( V wh hy ront mine ol iiou 
olor nay “ nterchanyed i re 
quired Price range 70.95 to $439 

Kemerson Radio & Phonoy raph ( orp 


14th and Coles Sts., Jersey City, N. | 


| ne 0 ill wied vindow iif condi 
one! in rele S unit in 7A trom 
wo 2 Nef Some unit che igned lor 

iscmecnt vindow atte idaptab 
er cxtra Ww le . vlow transom and 
through-+the-w nstallation. Window 
nounting 1 flexible il owing flush n 
de, flush outside, and | termediate 
position Lain 1 vale portable mod 
ec] mounted on rolling tand lo 
easy movement trom one room to an 
other. Available are heating col 
eectroni veri Killer, thermostat ind 

timer. Price range, $188 to $5845 

Kedders Ouigan Corp 401 Grand 
lve Maspeth \ y Fifteen aire 
ooled window rock i" i/¢ from 
to a | ) (casement models in 


rt sele ! lwo nok } ave reverse cycle 
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Versatile York “Snorkel” may be used 
either as floor or portable unit. 


Chrysler “Airtemp” illustrates in-the- 
wall installation trend. 


heating, three have heating coils. 
Available features include thermostat, 
push-button controls, electronic filters. 
Small console models available in % 
and | h.p. sizes. Also one dehumidi 
her with Y%& h.p. compressor motor. 
Line also includes a unit heater and 
baseboard radiation convectors. 

Fresh'nd-Aire Co., Div. of Cory 
Corp., 221 N. La Salle St., Chicago |. 
Fresh’nd-Aire line includes window 
models of various sizes, adaptable for 
Various mounting arrangements from 
flush inside to flush outside. Push but 
ton controls, thermostat available. 


Friedrich 


FE. Commerce St., San 


Refrigerators, Inc., 1117 
intonio, Tex 
Four FloatingAir window models, air 
cooled, ranging in size from % to 1! 

h.p. Features include thermostat, two 
speed fan motors, flush mounting 
Price 


$499, 
pac kaged units 


range, approximately $299 to 


Also line of three water-cooled 


using water 


sizes available are 3, 5, and 7% tons 


Frigid, Inc., 128-168 32nd St., Brook 


lyn 32. Information on current models 


tower, 


not available 


has manutactured window mod 


at press time. The com 


pny 
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els, air-cooled, in sizes from 14 to 1 
ton, with available features including 
thermostat and heating unit. 

Frigidaire: SEE 
Corp. 


General Motors 
General Electric Co., Air Condition 
ing Div., Bloomfield, N. ]. The Gen 
eral Electric line is extensive. A va 
riety of room models includes the com 
pact Thinline group in sizes from ! 
to | h.p. Also offered are Custom and 
All-Weather units. Available features 
include thermostat, combination heat 
ing facilities (reverse cycle above 42 
outside temperature, heating element 
lor use in lower temperatures) flexibi! 
ity of mounting. Also five water-cooled 
vertical packaged units in sizes from 
3 to 15 h.p. and five horizontal pack 
aged units (three water cooled, in sizes 
from 3 to 7Y%, h.p., two air cooled, in 
sizes trom 3 to 5 h.p.), adaptable for 
use with steam or hot water coil heat 
ing. Some models can be mounted on 
the ceiling. 
General Motors Frigidaire 
Div., 300 Taylor St., Dayton 1, Ohio. 
Air-cooled window 
y to |! h.p. Lx Luxe modeis 
have thermostats, others can be fitted 


Co p., 


models in sizes 
from 


with thermostatic Reverse 


cycle heating available on De 


control, 
Luxe 
models. Casement window models in 
cluded in line. New feature of De 
Luxe line is interchangeable color 
panels, available in six decorator colors. 
Also offered is “triple tube cooling,” 
providing larger than usual cooling 
surface, to increase speed ol cooling 
Line of water-cooled packaged units 


ranges trom 2 to 15 tons 


Gibson Refrigerator Co., 515 Wil 
liams St., Greenville, Mich 


dow models, from 4 to 


Ten win 
h.p.; fea 
tures include thermostat, ozone lamp, 
electrostatic dust magnet filter; price 
range, $259.95 to $479.95, 


seven commercial models (2? 


Twenty 


Water 


cooled, 5 air cooled) in sizes from 2 to 
8 h.p. usable with cooling tower, 
thermostatically controlled: prices, 


$1,074 to $2,213. Line of 


7) ' 
units consists of 54 models ( 


residentia! 
?? water 


cooled, 10 air cooled ), from 2 to 5 h.p., 


usable with cooling tower; auxiliary 


heating equipment available prices 
from $476.95 to $1,438. 
Hotpoint Co., 5600 U Taylor St 


Chicago. No information avail 


on 


products The 


made air-cooled window models. 


current company has 
Hunter Fan & Ventilating Co., P.O 
Drawer 2858, Me mphis 2. Line of win 


dow models, iif cooled, in sizes trom 


¥%, to 1%, hp. Available features in 
clude thermostat, two-speed fan opera 
tion, metered fresh air intake or room 
air exhaust. Units mounted to project 
3% in. inside inner wall. 


window models available in 


Casement 
Y and 
% h.p. sizes, designed to mount com 
pletely inside window. Prices from 
$279.95. 

Kelvinator Division, American Mo 
tors Corp., 14250 Plymouth Rd., De- 
troit, Mich. 


able in residential, office and casement 


Seven models are avail- 


window (compare with this one); all 
are air-cooled and range from % h.p. to 
2 h.p. for office use. All feature thermo 
stats and two-speed fans. 

Lewyt Air Conditioner Corp., 5702 
First Ave., Brooklyn 20, N. Y. (form- 
erly Tywel Mfg. Co.) Three air-cooled 
models of the built-in-wall type, in 
sizes from ', to | h.p. Reverse cycle 
heating is available, as is thermostatic 
control. 

Mitchell Mfg. Co., Div. of Cory 
Corp., 2525 N. Clybourn Ave. Chi 
cago. The extensive Mitchell line in 
cludes window models in sizes from 
% to 1 hp. New “pancake” models 
are 16% in. thick, 15 in. 
32 in. 


mounting through a wall, in double- 


high, and 
wide, and are designed for 
hung windows, in transoms, in upper 
sections of windows, or in casement 
windows. New casement models are 


ivailable in 3 


4 and I hip. sizes. Air 
cooled packaged residential models are 
offered in 2 and 3 h.p. sizes, for con 
nection with existing heating systems. 
Water-cooled models in sizes from 1! 

to 3 tons, equipped also for heating. 
Store air conditioners, air and water 


cooled, in sizes from 2 to 5 tons. 


Perfection Industries, Div. of Hupp 
Corp., 7009 Platt Ave., Cleveland 4. 
Equipment for centralized air condi 
tioning. Air-cooled and water-cooled 
models available. Units offered in sizes 
from 2 to 40 tons. Heating facilities 


ire separate. New 2- and 3-ton units 


occupy floor space 22 in square. 


C Sts., Phila 
The Philco line includes 


Phil 0 Corp - 7 10ga « 
delphia 34, 
Windowlette air-cooled models, adapt- 


ible for various types of installation, 


mounting on legs; 


including small 


onsole-type in lividual room units, and 


other models designed lor remote in 
‘tallation. Sizes of room units range 
1 


from to | h.p., with remote units 


Features available 


to 2 h.p. include 


thermostatic control, electric heating, 
“Odor-Stop” filter, “file drawer” chassis 


(To page OA) 
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THIS AIRKEM DEVICE ENDED 
AN OFFICE MANAGER’S NIGHTMARE 


That device is an “Osmetrol.” It is designed to vaporize 
special Airkem Odor Counteractants into the air stream of 
an air conditioning system so that occupancy odors will be 
killed. Normally those odors are from cigarette smoke, food 
perspiration ind the many other residues of everyday work, 
living and play Airkem units may be attached to both large 
and small air conditioning systems. Some installations have 
eveti re duced all conditioner operating costs by increasing 
the use of recirculated air 


At Gutta Percha & Rubber, Limited, in) Toronto, Canada 
th offic wis plague d by the odors ot rubbe I and proce ssing 
che micals The firm manufactures a wide variety of indus 
trial rubber produc ts including conveyor belting, all types 
of industrial hose and extruded and molded rubber goods 
sut the air conditioning svstem sucked in all the odors from 
the « ye ration and made working conditions difficult in the 

office building on the plant grounds 


Airkem was asked for he Ip An 


Osmetrol was installed right in the ais 


Odor Control is a Profit Builder for 


co 
hospitals, restaurants, bars, con- 
fectioners, paper mills, end many 
; other industries and in:tity ions 


APRIL 1956 
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conditioning system and the change was noticed immedi 
ately. Results were so good that management commented 
that the odor condition was remedied and working condi 
tions were excellent, Airkem installations are generally mack 
to treat less aggravating conditions, although there are 
Airkem odor counteractants to treat such mmnoyving odors as 
fish sulphur dioxide and even fried onion 


Mail in coupon for free survey or for additional information 
There's no obligation 


Airkem, Inc., 241 East 44th Street, New York 17, N.Y 

Send me more information on Air Conditioner Installations 
General Office and Plant Use 
Have Airkem Field Engineer Call 


Name J ithe 


( omp in 


ts | 


Addre 
City Jom Stat OWA 
Readers’ inquiry Coupon on Page 104 61 
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Prevent “Mobile Mob” distractions 


ore Information From Advertisers Use Readers’ Inquiry Coupon on Page 104 
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with new VMP Mobilwall Jrs. ! 


New install-them-yourself office partitions create 
privacy, channel traffic, increase efficiency—at low cost! 


A fast new way to bring office order out of chaos 
is with low-height, low-cost VMP MOBILWALL Jrs 
These attractive steel partitions create peaceful 
private offices and work areas, require no high- 
cost carpentry and plastering. High enough for 
privacy, low enough for ample air flow, vup 
MOBILWALL Jrs. are the answer to an office 


planner’s dream. 


MOVE EASILY AS FURNITURE. VMP MOBILWALL 
Jrs. are adaptable and interchangeable to meet 


SMART AND STURDY! A new low-height version of famous 
ceiling-high VMP MOBILWALLS, the Juniors improve an 
office's appearance as well as its efficiency. Colors are 
attractive; baked-enamel surfaces wash clean with soap 
and water—look new for years! 


any future floor plan. They are made in three 
heights (42", 54,68’) and in widths from 9” to 
66’. Steel, glass or plastic top panels can always 


he added, or removed. 


Think how much “Mobile Mob” distractions 
cost your firm each day. Then do something con 
structive about it-—by installing new vp 
MOBILWALL Jrs. They pay for themselves by 
immediately increasing worker efficiency, reduc 


ing clerical mistakes, improving customer service! 


WRITE Dept. OM-2 for descriptive folder showing all 
sizesand styles of VMP MOBILWALL Jrs alongwith 
before-and-after ‘‘ratio-delay"’ study facts showing how 
definitely VMP partitions improve office efficiency. A list 
of VMP representatives will also be included, 


\irginia | Vy etal -Aroducts, inc. 


ORANGE, 


VIRGINIA 


Subsidiary of Chesapeake Industries, Inc. 
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Even the tough jobs have a way of looking easy when 
ou have a “Correlation” Desk Unit working on your side! 
You enjoy the right amount and kind of work space you 
need . . . because you can tailor your color-styled Steel 
Age Correlation desk to your own special requirements. 

You can make up space-saving, work-saving Corre/a- 
tion units for every job in your office, from business 
machine operator to Mr. Top Brass himself. Your Steel 
Age Dealer has the whole exciting story... or you can 

review it in the colorful brochure which this coupon 
elas you. 


Corry-Jamestown 
Mfg. Corp. 
Dept. D-2, Corry, Pa. 


7" . . . Please send me a free copy of your “Correlation” 
“The Quality Choice eeneay “we 
of Modern Offices 


Ne 
Branch Offices: ome 
Atlanta : Boston . Chicago Company 
Dallas + Detroit « New York Street 


Oakland + Philodelphia + Seattle 


City State 
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Tools of the Office 
(From page 00) 


for easier installation, etc. Also larger 
packaged units, including water-cooled 
models. 

Ouiet Heet Mfg. Co., Quiet Kool 
Div., 135 New Jersey R. R. Ave., New- 
ark, N. ]. Information on current mod- 
els not available at press time. The 
company has made a line of window 
models. 

Radio Corp. of America, Front & 
Cooper Sts., Camden, N. ]. Ste: 
Whirlpool-Seeger Corp. 

Remington Corp., Air Conditioning 
Div., Auburn, N. Y. Seven air-cooled 
window models, in sizes from % to 2 
h.p., with optional features including 
electric heating, thermostat, and Air 
Fresh’ner odor control. Nine Consolaire 
room units, air-cooled, from % to 1 
h.p., available also for casement installa 
tion, with thermostat, Air Fresh’ner 
and optional heating. Three air-cooled 
console models of 1% h.p. capacity, 
with similar features. Six water-cooled 
console room units in sizes from 1 to 
1% h.p., also with thermostat, Air 
Presh’ner and optional heating. Wood 
finishes available on some models. 
Remington Incremental System is a 
new development. 

Rheem Mfg. Co., 7600 S. Kedzie 
1ve., Chicago 29. Line includes Rheem 
Add-On Air Conditioning Units, which 
can be used with or without furnace, 
as central air conditioning system. 
Models available include 2 and 3 h.p. 
sizes. Horizontal and Year 'Rounder 
models also offered. 


Servel, Inc., 119 N. Morton Ave., 
Evansville 20, Ind. Five air-cooled win 
dow models, ranging in size from % 
to 1% h.p. Thermostat is standard on 
three of these, optional on the other 
two. Price range, $289.95 to $409.95 
Three water-cooled packaged units, in 
’ 


sizes from to 5 tons, equipped with 


thermostat for automatic heating or 
ooling; indirect steam coil used for 
heating 

Spitzka Mfg. Co., 235 Colfax St. N., 
Sacramento, Calif. Offer “spot” cool 
ers and air washers, both in 4 models 
wing trom 1/20-1/15 h.p. for cool 
ers and 1/3 to 3 h.p. for washers. Spot 
cooler is completely portable and has 
water level indicator. 

Shana Mfg. Inc., 188 W. Randolph 
St., Chicago, Air conditioning equip 
ment includes 3-ton water-cooled and 


3-ton remote air-cooled units, with 
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OMPTOMETER 
OMMANDER — 


- dictation-transcription machine by céliceetaiiiee’ “ 
with amazing UNIMATIC remote-control microphone 


... makes dictating as easy as talking—An electronic miracle in the sim- _ ready for re-use. The day-after-day savings over costly ordinary one-use belts of 

plification of dictation has been achieved by Comptometer. Now you can forget —_ records more than return your Commander investment. And only Comptometer 

the mechanics of recording and have your mind free and clear for better dictation. guarantees these mailable belts for life 

All you do is talk into the Unimatic remote control microphone which fits the palm 

of your hand. One simple button lets you dictate, listen, reverse to review, or even 

to ‘erase’ and replace a word or phrase. When finished dictating, press other button 
° to mark length of letter—everything is automatically recorded by remote control. 


... erases unwanted words —You will hand your secretary error free dic 
tation she will transcribe twice as fast and right the first time. Error free because 
you can electronically ‘erase’ any unwanted part of your dictation and replace 
with the new or correct thought ~No extra correction instructions to add And. tor 
... Saves more than it costs—The flexible Mylar* magnetic recording belt economy-minded offices, the same Commander unit can be used for both dicta 


can be used for thousands of dictations. It “wipes” clean in just one second, tion and transcription # Mylar Dupont’s Lrademars for its Polyester film b By 4 
>) “a 
SEE ALL THESE YEARS-AHEAD FEATURES DEMONSTRATED IN YOUR OWN OFFICE! 4 
New! New! NEw! NEw! new! new! new! new! new! RS 
Visualite Indicator Remote indexing Unimat Remote Semplified Recorder Conterence Recording Cust 704 Input Vol Carrying handle Dual speakers Modern dewen . 
Glows ted when you automatically marks Control Microphone all operating controls Listening uperser ume Contre an be 


dictate. thashes to bength of letter fits pa U are now on Unimatic tiwe microphone picky pre adjusted to your new! new! new 
green when you litten buttons ” fmcrophone Estra loud volume play vores whether its a 
or transcribe per ations back speaker tra loud of extra soft Removable covet Lighter werght High Fidetity 
ako | @ Comptometer Dictation Div., Felt & Tarrant Mfg. Co., 1702 Marshfield St., Chicago 22, it 
avaiable e Gentiemen Without any cost or obligation please arrange 
ancther owttte 4 Mactane te speed Americar buuness by a 7 () FREE DEMONSTRATION FREE 10 DAY TRIAL Send complete information 
. 
_ A product of Feit & ore Me ” her iene . ‘ 
ent produ he world temows tometer Adding (ak wang 
Mae lecee 10 hey ae “a” « eerne . 
7 
. 
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thermostat and other features. Other 
equipment offered as well. 

The O. A. Sutton Corp., \812 W 
Second St., Wichita \, Kans. Vornado 
line includes nine air-cooled window 
models in sizes from '4 to 2 h.p. Some 
models designed for casement windows 
others can be mounted on portable 
stand for movement from one window 
to another, Flush, through-the-wall 


and transom installation available 
Chermostatic control available on some 
models. Also two packaged central 
system units, air-cooled, of the residen 
tial type, which can_ be connected to 
existing heating ductwork or to a sp 

14) Fiberglas duct system. Sizes: 2 
ind 4! tons 


The Trane Co., La Crosse, Wis. The 


I rane line includes a Variety ol water 


cooled models, 


including packaged 
year-around models in sizes trom 3 to 
0 h.p., and individual room units sup 
plied with chilled or warm water from 
i central source: these models provide 
heating as well as cooling. Some mod- 
els use high-pressure air. 

Typhoon tir Conditioning Co., Dit 
of Hupp Corp., V5 Carroll St., Brook 


lyn 15, N. Y. An extensive line of 


large units, including water-cooled 
packaged models from 3 to 40 h.p. 
equipped optionally for heating by 


Zz 
steam or hot water coils. Also a num 
ber of smaller commercial type mode! 
‘ 


lor use with existing he ating ftacilities 


ur cooled, in sizes from 2 to 10 h 


I fore ind small store models trom 


make one write do all writes. . . RIGHT! 


You can't know what form writing efficiency really is "til you check 
with Hano on Snap-a-parts, Continuous, Tab and Register Forms 


and Systems. 


Use Hano’s 60 years of form building know-how. 


Samples, dummies and estimates quickly available from 


PHILIP 
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Manifold Printers Since 1888 
PHILIP HANO COMPANY, INC 


Main Office and Factory. Holyoke, Mass 
Branch Plant, Mt. Olive, Ill 
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to 5 h.p. 
Tywel Mfg. Co. Ste 
Conditioner Corp. 


Lewyt Air 
Union Asbestos Rubber Co., 332 


S. Michigan Ave., Chicago. Unarco 


line includes new ceiling units in 3, 5, 
and 74, h.p. sizes. These can be 
equipped with steam or hot water heat 


\ 
inp cous. 


Also a line of packaged al 
onditioners, both water- and air 
ooled, in sizes trom 2 to 5 h.p. Roya! 
\ire water-cooled packaged models are 
offered in sizes from 3 to 15 tons 
United States liv 
Corp., 3300 Como Ave.., 


Conditioning 
S. k., Minne 
apolis 14. Three air-cooled window 
model , In sizes trom to | h.p.; strip 
heater or reverse cycle heating avai 
able: prices trom $269.95 to $425. Four 
ur-cooled packaged models, from 2 to 

h.p. in size, with heating coil 
price range, $600 to $1,500. Six wate: 


cooled packaged units, of 2 


to 15 h.p 
capacity, W th he ating oil and thermo 
stat, at prices from $656.50 to $2802.50 
Sixteen central station units in siz 
trom 10 to 60 h.p., equipped ilso for 
heating; price range, $5,565 to $20,900 
The Walton Laboratories, Inc., 1186 
Grove St., Irvington \1, N. ]. Line of 
humidification equipmentinclud« 
three portable models available with 
optional humidistat ($58.50 to $98.50) 
two console room humidifiers with 
humidistat ($189.50 to $287.50); and 
four duct humidifiers with optiona 


humidistat ($100 to $230). 
Welbilt Corp., 57-18 Flushing Ave 
Maspeth 78, L. 1., N.Y Welbilt lin 


consists of nine air-cooled window 
models, Sizes range from %%4 to 2 h.j 
Chermostati control i\ uilable, as 
electric coil heating unit. Price range 
$299.95 to $459.95 

We stinghouse klectric ¢ orp 3 Gate 
way Center, Pittsburgh. Westinghou 
line contains series of air-cooled win 


dow units, including nodels for cas 
ment window ., In sizes trom t 


h.p. Available features include the 


stat, heating (both electric and revei 
cycle), and push button controls. Als 
offered are pa k iged nodels in size 


trom » to 15 tons. 


W hirlpool-Sce ges Corp., St. Joseph 
Mich. RCA Whirlpool line of ten win 


dow models ranges from 4 to 2 h.p 
SIZes Available features include ther 
mostath control, iif velocity contro 
flexible mounting (including — flush 


mounting ), electronic filter, etc. Case 
ment window models are offered in 
and % h.p. sizes. 


Worthington Corp., Harrison, N. | 
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Figures That Are Food for Thought 


Paper costs reduced 66 2/3 per cent. Pro- 
duction time reduced 80 per cent for the 
work was done in 3 days instead of the 3 
weeks required to do the job a year ago. 
These are the kind of figures that are food 


for thought —and they are taken right from 
a Purchasing Agent’s experience report on 
MODERN duplicating. 

If you have need for copies of written, 
typed, drawn or photographed material and, 
if savings like the above are of interest to 


you, your A. B. Dick Company distributor 
will be glad to show you more examples of 
the economies possible with MODERN du- 
plicating. His information will be unbiased 
because he has all four major duplicating 
processes —mimeograph, spirit, Azograph" 
and offset. You will find his name listed 
under Duplicating Machines in the classi- 
fied section of your phone book. Or write 
A. B. Dick Company, 5700 Touhy Avenue, 
Chicago 31, Illinois. 


ie 
e e MIMEOGRAPH © AZOGRAPH - SPIRIT PROCESS: 
OFFSET - IMPRESSION PAPER - 
FOLDING MACHINES 
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Worthington offers three Flexicoo! 
packaged models in 2 to 5 h.p. sizes, 
water- or air-cooled, Also five water 
cooled SCY models in sizes from 3 to 
15 h.p., with heating facilities. Three 
RAC air-cooled condensing units also 
available in sizes from 2 to 5 h.p. 
York Corp., York, Pa. Fitteen York 
aire window-type models, air-cooled, in 
sizes from '/, to 2 h.p. Some units have 
heating coil, others have reverse cycle 
heating. New Snorkel model can be 
installed on floor, or as free-hanging 
or portable unit; also in casements and 
through walls. Available features in 
clude modulation control, thermostat, 
etc. Prices, $189.95 to $399.95. Also 
nine Yorkaire packaged models, air 


and water cooled; can be used with 
water tower. Sizes from 2 to 15 h.p. 


Fans and Air Circulators 


Air Controls, Inc., 2310 Superior 
fve., Cleveland 14. Line of Rex-Atir 
ate ventilating fans. 

American Blower Corp., Detroit 32 
Line includes Ventura fans tor com 
mercial and industrial ventilation. 

Irgus Mfg. Co., 1134 N. Kilbourn 
1ve., Chicago 5\. Ambassador fans (12 


to 20 in.), Fashionaire 20-in. fan, and 


exhaust fans from 12 to 24 in. Prices 
$33.90 to $161. 
Bar-Brook Mfg. Co., Inc., P. O. Box 


6638, Shreveport, La. Twelve attic, six 


for important 
office use...the finest 


typewriter papers in America 


Neenah rag content bonds 


and onionskins 


Neenah quality papers are recommended for: 


* Briefs 

¢ Contracts 

¢ Documents 

e Abstracts 

© Certificates 

¢ Valuable records 


* Prestige correspondence 


* Legal and financial reports 


and all important office uses. 
Neenah papers are also 
available ream wrapped 


Signature 


4, Me ‘WEP 
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Please send me the free pamphlet, Boxed Typewriter 
Paper how to buy it and why. Plus a list of distribucors 
handling Neenah Typewriter Papers 


Attach to your letterhead and mail co: Om? 


neenah paper company, neenah, wisconsin 


window, tour exhaust, one ceiling, and 
six wall fans, at prices from $49.95 to 
$114. 

Berns Mfg. Co., 1605 Central Ave., 
Far Rockaway, N. Y. \nformation on 
current models not available at press 
time. 

Chelsea Fan & Blower Co., Inc., 639 
South Ave., Plainfield, N. J]. Line in 
cludes window fans and models serv 
ing as circulating hassock, exhaust win 
dow, and intake window fans. Ther 
mostats on window fans and safety 
guards on circulators. 

Commander Mfg. Co., 4225 W. Kin 
zie St., Chicago. Window, floor, wall, 
hassock, and table fans, some rever 
sible. 

Cory Corp. Sve: Fresh’nd-Aire Co. 

Dayton Electric Mfg. Co., 126 S. 
Oakley Blvd., Chicago 12. Line of 
about 62 models, including window, 
exhaust, kitchen, hassoc k, heat booster, 
and spray booth fans, and utility air 
circulators. Price, $25 to $145.75. 


Diehl Mfg. Co., Finderne Plant, 
Somervile, N. |]. Fans of window, 
desk and bracket, pedestal, exhaust, 
and ventilating types; attic ventilators, 
room air circulators. 

The Emerson Electric Mfg. Co., 8100 
Florissant Ave., St. Louis 21. Active 
Air line of roll-about air circulators, 
low-table fans, table, window, ventilat 
ing, exhaust, ceiling, and attic fans. 

Fasco Industries, Inc., P. O. Box 509, 
Rochester 2, N. Y. Portable window, 
reversible portable, hassock, floor, oscil 
lating, and utility exhaust ventilating 
fans; also roller-mounted circulators. 

Fresh'nd-Aire Co., Div. of Cory 
Corp., 221 N. La Salle St., Chicago \. 
Fans of various sizes, including win 
dow and table models. 

Frigid, Inc., 123 32nd St., Brooklyn 
32, N. Y. Window, floor, attic, has 
sock and other fans, and air circula 
tors, including reversible models; also 
portable and roller-mounted models. 

The A. C. Gilbert Co., New Haven 
6, Conn. Six Gilbert Windstreamer 
fans of table and window styles; also 
ventilators; special high-velecity design 
used. Also nine Polar Cub models, 
which are similar but do not have high 
velocity feature. 

Goodwill Mtg. Co., 1215 S. Laramie, 
Cicero, Ill. No information available 
at press time on current models. 

Hunter Fan & Ventilating Co., P. O. 
Drawer 2858, Memphis 2. Window, 
hassock, attic, industrial, floor, wall, 
and table type fans. 

Ig Electric Ventilating Co., 2850 N. 
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+Also on our NEW two register machine. 


ADDO-X’s light-as-a-dove’s fecther touch, 
short key action — minimizes finger travel and 
saves operator's energy. The STEP-O-MATIC 


lever offers you calculator performance at 
adding machine cost when multiplying. No other 
adding machine is so saving of your operator's 


time and energy. Write for literature. 


ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET, NEW YORK 19, N. Y., CIRCLE 5-6940 


WEST COAST BRANCH 
WESTERN ADDO MACHINE CORP., 2021 BEVERLY BLVD 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5.2247 


For further details mail this advertisement with your letterhead. 
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. PREPARATION TIME | 


“The famed B-47 Stratojet Medium 
Bomber and all the other aircraft 
made by Boeing comprise a stag- . 
gering total of parts running into 

the hundreds of thousands. The 

maintenance of a Priced Spare 


for retyping and additional proof- 
reading are completely eliminated. 
Uniform, original-looking copies — j 
in perfect registration—are 

Dicer eer dacentec Oe ee 


Sel eerie pots vin ee Oe 
copy of “Colitho idea File” 


THE “ONE-WRITE” WAY TO RUN A BUSINESS 


Colitho Division, COLUMBIA RIBBON AND CARBON MFG. CO,, Inc 
674A Herb Hill Road, Glen Cove, N.Y 


Okay, rush the Colitho Idea File. 


Company _ - - _ 


Address___. - — 
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ren Rd., Chicago 41. 


irculators ot 


Fans and air 
tl portable, and 
roller mounted ty} CS; pedestal models 


ind portable Me fans; some models 
ire gy $72.95 to $353. 

Kisco 2400-40 DeKalb St. 
St paths +. Four floor models at prices 


trom $35.95 to $47.95, and four win 


Prices, 


20., Inec., 


low models. 


priced from $22.95 to 
$62.95 Hassock-type air circulators 
ivailable. 
The Lau Blower Co., Dayton 


Ohio. Current information not avail 


ible at press ume. Company has made 
Hoor, window, and other types of tans. 


Lelohn Mfg. Co., 1 22nd St. 


Huntington, W. Va. Information on 


urrent models not available at press 
time 
Manning-Bowman  Div., 


klectric Co., 


MeGrau 
klgin, Ill. Line of win 


dow, floor, table, and 


multi purpose 


ims, some reversible. 
Precision Equipment Co., 
voll Ave 
rent models not available at press time. 
Reed-Unit Fans, Inc., 1001 St 
Charles Ave., Neu 


tion on current models not 


3100 Ca 
Chi ago Information on cur 


Orleans. Informa 


available at 
press time, 

Phil Rich Fan Ufg. Co., Inc., 2900 
Houston 4. 


ans sery ny 


Caroline 


Multi-purpose 
as floor, table, desk, win 
dow sill, wall, or ceiling fans. 
Robbins Vyers, Inc., 387 S Front 
¢., Memphis. Information on current 
models not available at press time. 
Imerica Ltd., 701 
St Buffalo, oo 


portable 


Seabreeze Seneca 


( ompany has made 
*, oscillating, tilting fans. Cur 
rent intormation not available. 
Signal” Electric Div., King 


( orp., 


Seeley 
Mich. Two high 


or desk { ans, five oscillat 


Menominee, 
velox ity Ww all 


Prices, $16.95 


ing desk wall models, and three ped 

estal-type air circul 

to $127.50 
Stratfield Co 


port, Conn. 


ators, 
$34 Grand St., Bridge 
Information on current 
nodels not available 

Superior Electric Corp., 
1507-17 Independence St., Cape Gu 
irdeau, Mo, Three SuperLectric desk 


ind floor SunverLectric floor 


at press time. 


Products 


circulator and hassock. 
The O. A. Sutton Corp., 
Second St., Wichita |, Kans 


Vornado fans and air 


1812 W. 

ghteen 
circulators of 
lesk, window, exhaust, and pedestal 
6.95 to $129.95. 

United States Au Conditioning 
3300 Como Ave., S. I 


Intormation on 


types. Prices, $ 
Corp 
iewnepelis 14 
current models not 
press time. 

(To page 73) 
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OTHER MODELS 
AVAILABLE FOR 
EVERY SIZE 
OPERATION 


Aupil ? as 


- ™ poe? 
‘ Now~with this remarkable new GBC 


bound books. Every page lies perfectly 


way you want it—the 
instant you need it. 


system you can quickly, bind in orofes- 
sional style your own manuals, price lists, 
presentations-—in fact, anything type- 
written, duplicated or printed from | 
page to 500 pages. You can bind one 
book or as many as you need-—when you 
need them — with any type of cover ma- 
terial—in your choice of striking color 
plastic bindings. You can create your 
own modern prestige-building plastic 


flat, without wasted space, without hid- 
den gutters. You can do all this at sur- 
prisingly low cost-—-in your own office 
with no skill or experience required 
The GBC system is used and approved 
by thousands of large and emal) organ 
izations alike by leading corpora 
tions, one-man offices, government 
agencies, financial and religious imstitu 
tions, sales and advertising groups. 


Dept -OM46 NOW vo 
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"Obtee 


"4 ati typ, 
General Binding Corporation ° 


812 W. Belmont Avenue 
Chicage 14, Iilineis 7 
{i 4 
7 
Gentlemen Please rush me without obligation your Free Book 
Manual of Modern Plastic and Loose Leaf Binding l'om 
interested in how plastic binding can be beneficial to my 


business 


| Nome 


Organization 


ee 


“MANUAL OF MODERN PLASTIC 
AND LOOSE LEAF BINDING” AM mt 


{ Offices in all principal cities in the U S.A, 


Address 


Canada, Mesico and European Countries 
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FIND OUT NOW WHAT THIS 


new modern plastic 
binding system 


; CAN DO.FOR YOU! 


wars 
Pa at 


} 
NEW } 


MODEL 12-D 


OR MODERN PLASTIC BINDING 


® It's Prestige Building © It's Economical 


©@ It's Versatile ® It's Distinctive 
at IT’S LOOSE LEAF 
: This handsome, elaborate free 


GBC Binding System in your office. 
book, ‘Manual of Modern Plastic It explains completely the 1001 and INTERCHANGEABLE 
and Loose Leaf Binding” iswaiting applications that willsave time and Seenderd GEC punch potter 
here for you, You, as well as every eccommodates Wide-Back or 


money and increase the efficiency 
executive member of your staff, 


should read this idea stimulating 
report on plastic binding. It illus- 
trates the many advantages of a 


of your business as well as add pres- 
tige and readership to your presen- 
tation material. Send for your free 
copy today. The supply jg limited ! 


GENERAL BINDING CORPORATION 


812 W. Belmont Avenve 


a_a A A EB A BM 


Ne pestage stamp 


BUSINESS REPLY CARD 
y if mailed in the United Stetes 


5¢—Pestage will be paid by — 


GENERAL BINDING CORPORATION 
812 W. Belmont Avenue 
Chicago 14, Ill. 


Chicago 14, iil. 


FIRST CLASS 
Permit No. 3662! 
(Sec, 34.9 PL&R) 
Chicago 14, iff 


Vie Air Moll 


Norrow-Back plastic binding as 
well as new GBC metal loose 
leaf binder. 
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(Continued from page 70) 


Victor Electric Products, Inc., 2950 
Robertson Rd., Cincinnati 9. Informa 
uon on current models not available at 
press tume. 

Viking Air Conditioning Corp., 5601 
Walworth Ave., Cleveland, O. Multi 
purpose fans and blowers for central 
air conditioning. Special features in 
clude timers and optional back safety 
grille. Window, floor and roll-about 
models, some tilting, some reversible, 
from 1/15 to 1/6 h.p. 

W. W. Welch Co., 1010 Enquirer 
Bldg., Cincinnati 2. Air Flight and 
Wheel-a-Breeze fans in three floor, one 
pedestal, and three window models, 
some reversible. $36.95 to 
$69.95. 

Westinghouse Electric Corp., 3 Gate 
way Center, Pittsburgh. Window, 
floor, wall, table, and other fans. 

Wilster, Inc., 5700 Detroit 
Cleveland. Current 


available. 


Prices, 


Ave., 
information not 


Human relations— 
(From page 27) 


and high morale. There were six less 
employees who “just work here,” who 
had “quit inside.” 

We can see by looking at the chart 
that on January 15 the girls made six 
of those damaging errors, twice as many 
as the day before. On January 16, the 
errors dropped to 4, the next day to 3 
ami then they were back to norma! 

On January 15 a new branch man 
ager had been assigned to the company. 
These girls were a little excited or in 
terested. They looked up every time 
the door opened. They talked a little 
more to each other about whether he 
was married, whether he would change 
things around. Ot course, their errors 


increased. Human beings are really 
delicate machines, they are very, 
very sensitive to “conditions which 


affect or may affect them.” 

Our chart shows that the second day 
after the new branch manager arrived, 
they quit looking at the door, talking 
about him and they made less errors. 
The third day they were back to nor 
mal. How about that? 

We are doing a lot of fine things to 
improve communications between man 
We are using 


g 
readability scales to make our publica 


agement and workers. 
tions understandable. We have multi 
ple management in which employees 
participate In management discussions 


We do many other progressive things. 


APRIL 1956 


It seems that any communication 


reaching the six girl 


girls during the period 


from September 8 to 20, no matter how 
readable and no matter how much 
their representatives had participated 


in the preparation ol the communica 


We might conclude, further, that the 
same communications reac hing our Six 
girls in January would be much more 
effective. The morale climate has im 
proved, Shall we say that in January 


the six girls and all the rest of the em 
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tion, would fal] on deaf ears. We might 


ployees would have picked up the 


They would be 


recepluive mood to 


conclude that the morale of workers is phone when it rang? 


the most important element of good in a much more 


communications. Whenever the morale listen and understand what was said. 


of the workers is low, we find ourselves No one can outline exact, sure-fire 


somewhat in a position of a person procedures which will result m inv 


talking into a phone to one on the 


proved morale. But there are some 


other end of the line who has not simple, straightforward ideas and tech 


picked up the receiver. niques, which are all too frequently 


410 Translucent 


WHITEPRINT 
MASTER COPY PAPER 


efor LOW-COST Direct-Cop) 


: Reproduction 


e Perfect Coptes 


‘/ EVERY TIME! 
‘J fir] . 
Poff] 
f+ 4 
tif Ps 5 With the use of direct print copy ma 
chines becoming daily more widespread 
Z in the business field, the demand for 
—s 
9 a high quality low-cost translucent 
master paper has grown tremendously, 
Now, thanks to its 104 years of experi- 
ene rm riak ng special papers to exact- 
ing specifications, Sore has developed 
a hieh-erade translucent paper that 
meets all the requirements of a top 
quality master sheet— and yet is priced 
low enough to allow its use on EVERY 
busine ss form 
Sore's410 Translucent is manufactured 
with controlled transhucens so that 
whether you use typewriter, pen, pencil 
. or you print it, you will alwa be sure 
— to get clean, sharp, identical copies 
every time! In addition t is stron 
and durabk stand ip well under 


erasures and fre quent handling 


Your request on your own busine 
ap yrtlolio of 410 Translucent an ple heet for testing on 
your own direct-copy machine a 
nearest Sorg paper distributor 


etterhead will bring you 


well as the name of your 


ANY ~ ma A 
R COMPAN* : si 
( PERS?) THE sore PAPES 
ite —— Middletown, Ohio 


Manufacturers and Converters of Stock Line and Specialty Papers 
Offices in: NEW YORK, PHILADELPHIA, CHICAGO, BOSTON, ST. LOUIS, LOS ANGELES 
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neglected, which all of us can use to 
“morale condition” the climate in our 
units. A few of these procedures that 
can be applied simply and easily by 
every office: 

Take them upstairs, Occasionally 
one employee or another does some 
thing very outstanding for which he 
receives a company award and the rec 
ognition that goes with it. We know 
these outstanding accomplishments are 
few and far between. Many employees 
never get them. Between these occa 
sional awards and for those who never 
get them we have what we might call 
a “famine period.” We can take steps 
to avoid these long fasts which starve 
our employees’ ego 

Very frequently, rather than occa 
sionally, one employee or another is not 
absent or late for a solid year. One 


employee or another has maintained a 
high production standard consistently. 
One employee or another has come 
early and stayed late to get a job done. 
One employee or another has done ex- 
ceptional work on several different oc 
casions. One employee or another has 
helped the morale of his fellow work 
ers by his fine, sincere, cheerful, con 
structive attitude. 


Recognition pays dividends 


While these accomplishments do not 
rate overall company awards, those 
who make them deserve some recogni 
tion in addition to a word of praise or 
a compliment from us as their super- 
visors. Why not give them this little 
extra recognition by taking them up 
one or two steps in the organizational 


structure? Why not introduce them to 


SIMPLIFY YOUR SHIPPING 
PAPERWORK... sie ans tsar con te avd 


tying in two necessary jobs—shipment addressing and preparation of ship- 
ping paperwork. A small, inexpensive paper stencil, called the Weber 
Tab-On Stencil, is tabbed over the ship-to or address area of your bill-of- 
lading form or other paperwork. In one typing, the forms and stencil are 
prepared with the customer’s address. This same stencil is then attached 
to a Weber handprinter and used to imprint the address directly on con- 
tainers, labels or tags. Repetitive typing eliminated. Address always cor- 


responds with paperwork. No expensive equipment. Clip the coupon for | 


full details. 
gupanapescnenmieeesanenanepenarananqneneneneng 
MAIL FOR FULL DETAILS ON THE WEBER TAB-ON SYSTEM 
Weber |) come. | 
| INDIVIDUAL ; 
ua ae ADDRESS. 
Weber Po nara Stedhten Ce. ee _ZONE__STATE_ 


Mount Prospect, Ilinois 
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the Department Chief or the second 
Vice President and tell these executives 
in simple sincere language what was 
done and why it is appreciated? 

We must remember that when all of 
these “small accomplishments” by em- 
ployees are added up they can contrib 
ute greater values to the company, to 
the employees and to morale than do 
those occasional, outstanding accom- 
plishments by a very few of our work- 
ers. 

Perhaps if we haven't found a jus- 
tifiable reason for taking each em 
ployee upstairs at least once each year. 
we haven't been taking advantage of 
this morale building technique. Let’s 
take a look at our record and see if we 
have neglected to use this foundation 
of good employee relations. 

Develop their initiative. Many, many 
employee attitude surveys show that “a 
chance to use initiative” is a major 
element of morale for employees. We, 
as supervisors, have a_ responsibility 
not merely to stand by, wait for em- 
ployees to show initiative and then ap- 
preciate their efforts. We have a re 
sponsibility to develop this quality in 
our employees. 

We can develop initiative by giving 
employees jobs to do or orders to carry 
out with some obvious, but not serious 
omissions in them. 

We can watch to see if the workers 
detect the omissions or recognize the 
errors, check to see if they should be 
corrected and then go ahead with the 
appropriate action. 

If they don’t detect the errors and 
correct them or if they don’t recognize 
the omissions and take action, then 
we can, by tactful suggestion, get them 
to be more interested, responsible and 
more alert in their work. 

We can follow up orders with ob 
vious omissions with jobs and orders 
with less obvious omissions in them 
We can check to see if they are de. 
tected and if action is taken to com 
pensate for them. 

We can proceed from orders with 
less obvious omissions to the use of 
general orders in which the employees 
can supply the details. Then to sug- 
gestions as to things that need to be 
done, letting the employees work out 
all of the details. 

This four-step process has produced 
employees with ability to come up 
with their own ideas, give themselves 
orders and jobs in line with their work 
and for the good of the company. 
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Arnot PARTITION-ettes*+ make 
possible a completely new way of life 
in the office for you and your 
employees. Free-standing, completely 
flexible and ideal for big or little 
Offices, PARTITION-ettes will help solve 
your space problem economically 

and quickly. 


An Arnot installation is a simple one, 
will not interfere with existing 

lighting, heating or air-conditioning 
facilities, you can always change 

floor plans with ease ... and, your 
office staff is truly alone 

together because with PARTITION-ettes 
they can be in close touch and, 

at the same time, work without 
unnecessary interruption. 


See Arnot PARTITION-ettes, Modular 
Office Furniture and 
OFFICE-ettes++ at your local office 
furniture dealer. 


J A NEW WAY OF LIFE IN THE OFFICE 


_. PEOPLE ALONE TOGETHER 


Se 


‘Wg < 
nat Ss : at 
ER Hr Om RS me Ne aaa 


AETNA STEEL PRODUCTS CORPORATION 
Arnot-Jamestown Division 
730 Fifth Avenue, New York 19, N.Y. 


Name and Position idensceniiadthmcnsdiiagcadieat — 


Firm Name 


Address — — 


City Zone a 
me em os oe os se se 


“vat pemorwe Tresce wane tt 
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These are the employees we want, the 
kind that have initiative, the kind that 
“go a few steps beyond” what is nor 
mally expected from them. 

Let them know where they stand. 
Most employees can get a pretty good 
idea of where they stand by their own 
self analysis. There is always some 
feeling of doubt connected with it, 
however. Not being sure about where 
they stand causes some anxiety and a 
definite feeling of emotional insecurity. 
Both of these feelings affect morale 
and production adversely. 

We, as supervisors, can improve the 
morale climate if we let all of our 
employees know where they stand at 
least twice a year. 

We can schedule each employee for 
an hour conference once every six 


months and talk things over with him. 
These conferences should be some- 
thing extra special. Prior to the sched 
uled conference we should obtain in 
formation on his strong and weak 
points. We should have the facts on 
his production and attendance record. 
We should know his general attitude 
toward his work, his coworkers and 
to the management. We won't go 
off half-cocked during the conference 
with an employee if we have this kind 
of data. We will be able to praise 
him on his strengths as shown in the 
records and base our suggestions for 
improvement on facts that identify 
his weaknesses. 

Once we have the facts, we can do 
some planning for the conference. We 


should be especially careful and an- 


uay20-4 3 }§|. = 


BIGGEST NATIONAL 
OFFICE SHOW 
IN HISTORY 


PHILADELPHIA'S CONVENTION HALL _ 


a 


Hundreds of cost 
over 70,000 square " 
in office equipment on 
already in the show. 


__ INTERNATIONAL CONFERENCE — 


Don't miss it! Office executives fro 


istration . - 
advance reg's 
already made _ Mexico... Japan. - 


sent from England . . 


saving ideas - -* 
et of exhibit area - 
ethods . - 


_all the latest ideas 


130 national manufacturers 


4 


m all over the world have ~ 
. special teams are being 
_ Sweden. 


NATIONAL OFFICE MANAGEMENT ASSOCIATION 


132 W. CHELTEN AVE. 
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PHILADELPHIA 44, PA. 
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alytical when we prepare suggestions 
regarding the improvement of his 
weak points. Our suggestions should 
be concrete or specific. We can avoid 
useless pep talks by this kind of 
planning. 

When we have the data and have 
made a plan for the conference, we 
should arrange for a room or office 
where it is quiet and as comfortable 
as possible and where no others are 
present. We can see that his job is 
taken care of during the time he is in 
the conference. 


During the conference we can en 
courage him to talk freely. We can 
listen to him attentively. We can allow 
him to get “things off his chest.” We 
can compliment him for his accom- 
plishments. We can point out his 
weaknesses in a firm, sincere manner. 
Then we can instruct him as to the 
steps he should take if he needs to im 
prove. We can tell him what he needs 
to do and what we will do. We must 
be very sure at.the end of the con- 
ference that he knows where he stands, 
what he can do to improve his stand- 
ing, and what we will do to help him. 

Take care of that first impression. 
Many of our companies build very 
modern, comtortable personnel or em 
ployment offices, publish attractive bro 
chures to give new employees and do 
many other things to develop an in 
terest and enthusiasm for the firm 
These actions usually do give new 
workers an enthusiasm and real in 
terest in the company and create a 
very good first impression. 

While it is important that employees 
get a good impression during their 
processing into the company, it is 
doubly important that they get a good 
and lasting first impression down in 
ofhces where they are assigned. That 
is where they will spend their eight 
hours a day and their five or six days 
a week, about one half of their waking 


hours. 


First of all we should greet them 
enthusiastically. We can do a much 
better job ol greeting employees il we 
take time to get a few facts on their 
previous training, work experience and 
their hobbies and other interests prior 
to the time they report. 


Then we should show them around, 
imroduce them to their co-workers and 
review with them privileges and ex 
plain restrictions and general proced 
ures that are specific to their new jobs. 


Then we can assign them to their 
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... START WITH FURNITURE BY STANDARD 


WILUAM 4, SULUVAN Design 


Look at both sides of this picture. See how this new office furniture development—Continental Omega— 
makes possible complete office-to-office harmony . . . giving you the advantages of correlated, custom-made 
groupings, of no extra cost! Notice how the rich, handsome look of this tasteful executive furniture 
design may be carried through to secretarial, junior executive and clerical offices—and tailored to 
each person's office space and job. Perfect coordination of style and function! Practical and economical, 
because Continental Omega is available in nine basic desk styles . . . in many variations 
of table and service units . . . with chairs, desk pads—everything in related designs and color schemes. 
See this and other “Offices for Living’ you and your staff will be proud and happy to work in. Send for 
free folder in color and name of your nearest Standard Dealer, or look him up in the Yellow Pages. 
The Standard Furniture Company, Herkimer, New York. 


S [ d Il dard SINCE 1886, THE WORLD'S LARGEST MAKER OF EXECUTIVE OFFICE FURNITURE 


CONTINENTAL OMEGA EXECUTIVE FURNITURE, CHAIRS, DESK ACCESSORIES 
AMD COLOR CONTINUITY PLANS ARE EXCLUSIVE WITH STANDARD DEALERS 
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AUTOMATION 
IN DUPLICATING 


_.. at the touch 
of a button 

you can print 

“\ 110 copies 
per minute 


AUTOMATIC 
ELECTRIC 


SPIRIT DUPLIGATOR 


The Heyer Conqueror 

prints in 1 to 5 colors at a fraction 

of a cent per copy . . . without effort. 
Price lists, Bulletins, Forms, Menus— 
in fact any typed, written or 
drawn on the master... from post- 
card to9 x 14 in. sheets... simply 
pour out of this new duplicator. A 
touch of the button starts the motor 
and feed... and when the last sheet 
+6 fed it turns off automatically, Quickly 
multiplies your thoughts and efforts a 
hundredfold at very low cost. It “AL 
ways Makes a Good Impression " 


FREE sors 


Mail Coupon Today! 


“@® 


CORPORATION 


| 1822 &. Kostner Ave. @ Chicago 25, til. | 

| Please send free booklet and details on Automation in Duplicating | 

| Name | | 

| Company . 

| Address _ | 
| | 

\ on ne ne ee 
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place es and show them how their jobs 
We can make them 
that their job is as important to 
office the 


shorts stop or cente rfielder is to the ball 


fit into the whole. 
fee! 
the group as job of the 
team. 

Finally we assign an older employee 
to coach them and train them if they 
need training. 

In a day or two we can follow up 
and let them know we haven't forgot 
ten them. 

Here is a summary of the technique 
to get each employee off to the right 


start: 

1. Greet him cordially. 
. Display sincere interest in him. 
. Explain the part he will play. 
. Show him around, 


Vi Se wh 


. Introduce him to co-workers. 
6. Choose right man to instruct him. 
7. Follow up—Don’t forget him. 


Forms— 
(From page 34) 


the form should be filled out. By hav 
ing a separate book of instructions and 
eliminating printing on the backs of 
the forms, we reduced the size of the 
forms book from 90 to 15 pages and 
were also enabled to use translucent 
paper for Ozalid reproduction where 
more than four copies were required. 
Many of these forms were filled in 
in pencil which in turn eliminated typ 
ing and proof reading. One require 
ment was that the figures be legible 
but as these figures were prepared by 
accountants they were pretty sure to be 
clear. 
There was an added advantage: 
changes in instructions from one year 
to were simplified because 


Of 


we saved the plates from one 


another 
fewer pages had to be changed. 
course, 
year to the next and were able to sal 
vage many of them. 


Forms reviewed annually 


To eliminate as many obsolete forms 
as possible, we review all our folders 
which forms 
have not been reordered since the first 
This 


whether or not the forms 


each year to determine 


of the previous year. is done 
are stored. 
This is a fill-in job to be done when 
there is a slack in work. A sample of 
each form is held as a check for the 
originating source. To simplify check 
ing, of the 
nator and his phone extension or where 
he can be located. 


we enter the name origi 


As a result of this 
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SEE HOW CLEAR 
THESE 
COPIES 
ARE! 


AY 


7 » 


x < ps. 


thanks to 


Patapar 


Transluce a. 
Parchm e nit 


MASTER SHEETS FOR 
DIRECT PRINT 
COPY MACHINES 


This special type of Patapar Vege- 
Parchment scientifically 
designed for direct print masters. 
Quality controlled texture and 
uniform, 


1s 


table 


correct translucency as- 
sure superfast transmission of the 
ultra-violet rays. Copies come out 


fast, clean, sharp. 


Translucent Parch- 
ment has a perfect surface for 


Patapar 


printing with opaque or regular 
inks. Excellent for typing, pen and 
pencil entries, artists’ sketches or 
drawings. 

SEND FOR SAMPLES —Write 
on your business letterhead for 
brochure of testing samples. Name 
of nearest distributor on request. 


Paterson Parchment Paper Company 
Bristol, Pennsylvania 
Sales Offices: New York, Chicago 
West Coast Plant: 
Sunnyvale, California 
| Headquarters for Vegetable Parchment since 1885 
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three-square 


slitting 


cross 
half-round rattall 


Why does a carpenter need so many files? 


The nine files pictured dramatize one basic fact 
in carpentry: 


There are many types of rough edges, and to smooth 
them down takes a different file for each. 

Obviously, the carpenter has to be versatile and 
skillful in the use of each type of file. 


In a way, your Roytype salesman is like a car- 
penter, for he too is a master craftsman in 
smoothing down the rough edges in the operation 
of office equipment. 


And he is also versatile. He has at his command 
a variety of tools especially designed by Roytype 
to make hard jobs easier and smoother. 


His tools comprise a multitude of inked ribbons 


for every type of office machine and many dif- 
ferent kinds of carbon paper . . . not only for all 
types of typewriters but also for all types of 


bookkeeping machines and duplicating processes. 


When you talk to him, you're talking to a de- 
voted expert . devoted to giving you the best 
job possible at the most economical price . . . and 
expert in applying his vast knowledge to your 
specific problems. 


M 
ROYTYPE®...quality supplies 
for all business machines 


Roytype, a department of Koyal Typewriter Company 


Division of Hoyal McKee Corporation 
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C.C.MOKUM SOLVES ANOTHER 


COFFEE BREAK 


WE'VE. BEEN FIDGETING 
FOR AN HOUR, WAITING 
FOR, YOUR -uGull- SLOPPY 


— 


NW KWIK-KAFE /” 
, 


= 
COMPLETE CONTROL / 
MOKUM IS TH’ NAME_, AN’ J 
MAKIN’ COFFEE BREAKS |// 
PLEASANT, BUT QUICK, Y , 
1S MAH GAMES’ 7 Ca 
Za 


njoy 


TH’ RUDD-MELIKIAN COFFEE 
DISGPENSER’S READY ANY 
TIME —WIF DEE-LIGHUS 


© Caoo 
Hample, inc 


2 Ey 


A Rudd-Melikian coffee dispenser is the solu- 


ion to the coffee-break problem in any plant 
w office. It serves Kwik-Kafé coffee—100% 


pure, fresh-frozen, delicious; also het choco- 


ate and a variety of other beverages. Regular 


servicing by your local Kwik-Kafé dealer. 
Check with him for full details-——he's listed in 
your telephone directory—or write direct to us 


study, we were able to increase our 
available shelf space by 30 per cent 
Bulky items are kept at our printers at 
a small monthly charge and shipped by 
them as required. 

A simple card adapted to the McBee 
method of sorting (Figure 1) has 
helped immeasurably in simplifying 
the operation of the Forms Section. 
This card acts as a complete control on 
the form from its inception to the final 
placing of the samples in the file fold 
er. It serves the following functions: 

a—As an assignment card to the 
chartist or forms composer 

b—As a follow-up on proofs 

c—As a quick check on status of 
torm at any time 

d—It permits easy sorting to prepare 
monthly report 

e—As a follow-up on samples. 

After the report is prepared at the 
end of the month we destroy the cards 
for which samples have been received. 
During the month we use a_ black 
signal to show that a sample has been 
received on a form for the current 
month, These cards are destroyed after 
the monthly report has been completed 
and approved. On those cards for 
which samples were not received dur 
ing the month, a red signal is used and 
the card is placed in the active file. 
When samples are received for those 
with red signals, the card is removed 
from the file and destroyed because we 
have already used these cards to pre- 
pare a previous report. 


In the matter of printing, to know 
how to reproduce a form most econom 
ically is of paramount importance. To 
simplify this for everyone, we prepared 
a table (Figure 2) showing the various 
ways of duplication available to us, 
from | to 120,000 copies in reasonable 
increments. It is not always possible 
to use the least expensive method be 
cause of certain limitations. To ac 
quaint personnel with these factors, we 
printed the advantages, disadvantages 
and limitations on the reverse side of 
the table. All of our duplication does 
not pass through our forms control 


section. We handle only forms which 


ee ee are controlled through our group by 
| RUDD-MELIKIAN, INC. {' | assignment of a form number. There 
| Hatboro, Po. A ° | fore, the table is valuable throughout 
| Gentiemen | } , ; ; 
, vr : ; : 
| Please send me a copy of booklet 16D explain- | the organization tor other than recur 
j ‘ag bow te contre! the coffee-break with R-M | ring forms. Each company should pre 
dispensers ' 
| | pare its own tables to conform to its 
| Name i] | 
particular needs and not use the one 
{ fim | 1 , 
| on the illustration since these higures 
| Street j ! ] 
{ : me | are quite old, and will not necessarily 
City ‘one State =n 
_ Minden pena ame ediaiicaideabeiddesiniicatamiall reflect true current costs. The propor 
20 For More Information From Advertisers Use Readers 
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tional costs of various methods, how- 
ever, will be roughly accurate. 

If a company is large enough, and 
requires a variety of forms for its proc- 
essing, establishment of its own print 
shop is often justified. When a com- 
pany has its own shop, changes in 
forms can be made quickly and direct- 
ly. Much correspondence is saved 
through direct dealings with the print 
shop within the company, and the 
chances for errors are also lessened. 
In our company, although we recognize 
specifications should be complete, we 
sometimes take shortcuts by explaining 
what is wanted rather than writing it 
out in detail. In discussing the job 
with the pressman before the order is 
run, we often find areas of possible 
misunderstanding that we had not an- 
ticipated beforehand. Thus, direct dis- 
cussions also guard against the possi- 
bility of costly and time consuming 
errors. 


Before a company embarks on setting 
up a shop, a thorough study should be 
made of existing forms, including let- 
terheads. Much information can be had 
from purchase records. The size of 
orders should be tabulated, taking into 
account only those forms which require 
no special bindery operations. We have 
found that the cost of handling, ie 
transportation, purchase orders, in- 
voices, etc. of special bindery orders 
more than offsets any savings we can 
make by printing in our own shop. 
Some idea can also be had as to 
whether the flow of orders is fairly 
even or if there are peak periods. 


Advantages of contract printing 


In dealing with commercial printers, 
lower prices can be obtained on an 
overal] basis if one enters into a con- 
tract with a printer, provided he is 
large enough to have a number of 
other customers to gangprint your runs 
with those of others. Many advantages 
are inherent in a contract: less cost in 
getting estimates trom various printers, 
interviewing printing salesmen, fewer 
bills, bookkeeping entries, checks is- 
sued, etc. There is also the added ad- 
vantage that the printer learns your 
company policies and practices. Thus 
he is alert to errors that may have been 
missed and sometimes can even supply 
lacking information which would hold 
up the printing if performed by a dif 
ferent printer 

There is one danger in a contract ar 
rangement: if all printing is assigned 
to the contract printer, he may not be 
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a FLASH FIRE tonight | 


ae 4 . 


Actual Case Histories, telling of busi- 
ness fires and business futures can help you 
save your business. 


Bankruptcy. . . within six short months, lies 
ahead for 43% of the firms that lose their 
® records during a fire. 
Loss in Credit Rating |... will seriously 
cripple the next 31%. 
Only 26% of the businesses will be un- 


affected in their credit ratings. 


Insurance can help — IF losses claimed 
can be PROVEN! Destroyed records usually 


take this proof with them. 


if your protection need is small, you 
can still provide your records with “big safe” 
one-hour Certified protection with any of the 
attractive Victor 600 Line safes. Your local 
Victor dealer will be glad to show you the many 
exclusive functional features of the Victor 600 
Line safes. 


a Fire is never expected. Make plans 

today to protect your business future by pro- 
tecting your records. A FREE booklet called 
"Your Records and How You Can Protect Them” 
is yours for the asking. It will help you analyze 
your own records and the fire hazards that 
affect them. 

Send your request to 

VICTOR SAFE & EQUIPMENT 

Box 520, North Tonawanda, New York 


VICTOR) 
— 
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Built-In 
POCKET 


continuous forms 


or unit sets 


keeps your 


SAVES COSTLY TIME, 
filing and finding 
PREVENTS LOST, misfiled 
or damaged tapes 


MAKES FORM AND TAPE 
a complete identified unit 


POCKETS made to fit 1.D.P. 
TAPE or PUNCHED CARDS 
POSITIONED on the back of any 
desired copy of LITHOSTRIP 
Continuous Forms or LITHOSET 
Unit Form Sets. 


WRITE TODAY for DETAILS and 
FREE SAMPLES of POCKET FORMS 


Soo wiriwee st 


tous 15 #0 
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in a position to do al] forms econom 
ically. The right should be reserved 
to place certain types of printing, such 
as order books, continuous and snap 
out forms, with printers who specialize 
in this type of printing and have auto 
matic machines which eliminate much 
hand bindery work and can turn out 
the work at a fraction of the contract 
printer's cost. 

Many of these savings outlined here 
may seem obvious when called to one’s 
that 
Section, 


still it is 
the 


attention; sate to say 


without Forms Control 
many of these changes would never 
have been made. Considerable money 
would have been lost through continu 
ation of costlier methods than 
sary. 

This the need for the 
Forms Contro! Section to purchase as 


neces 
points up 


well as prepare specifications for all 
forms. Much is lost when there is no 
contact between the Forms Unit and 
salesmen who often can suggest cheap 
er and better methods. As an example, 
it costs us more to print an order book 
with 200 pages than with 150 although 
there were fewer books for the same 
total number of sets. It so happened 
that the printer had a special machine 
that bound the books in 150’s and re. 
quired special handling for the 200. 

A purchasing agent who must dis 
tribute his time among many types of 
purchases cannot conceivably know as 
much about printing as a specialist who 
spends all his time with printing. 


Therefore, much time and expense 


can be saved—and better 


service ob- 
if the Purchasing Department 
will relinquish its functional preroga 
tive of placing the actual purchase 
order. The following advantages will 
be obtained forms control 
man can contact the printer and deal 
directly with him. 


tained 


when the 


a—He can reduce cost of printing 
by having a complete record of all 
forms to know lowest cost source. 

b—His and 
printers will keep the forms man better 
informed of conditions that will enable 
him the 


company’s greatest advantage, either on 


contact with salesmen 


to prepare specihcations to 


a price or quick service basis. 


c—There is one less intermediate step 
in calling for follow-up on delivery or 
to make a change on a form that is at 
the printer. 

d—Quicker initial action on a form 


is achieved Forms Control can 


when 
deal directly with the printer. 


Thus, a Forms Control Unit is more 


than justified in the heightened eff 
ciency, and actual savings it gives e@ 
company. 

Another source of savings that can 
accrue from a forms control group is 
in eliminating copies of forms and even 
the forms themselves. Still other sources 
of savings come through reducing the 
size of the form for the most economi 
cal use of paper, eliminating colors, 
using screens to eliminate colors, selec- 
tion of the proper grade and weight of 
paper, proper layout for most efficient 
clerical operation, etc. These are the 
most usual things that Forms Control 
looks for and thy all help to make the 
Section more valuable. 

If a Forms Control Unit is to be 
established it must have the propes 
equipment. A very important part of 
a form man’s “tools” is a set of refer- 
ences of all kinds. The following are 
a must: 

1—Base 
paper. 


sizes of various kinds of 

2—Chart for standard paper sizes 
that can be cut from a base size. 

3—Set of paper samples and costs 

4—Cost of printing chart. 

5—Text books on forms control. 

6—Text on charts. 

7—Samples of unusual applications 
to help sell new forms to reduce costs 

8—Register of forms. 

9—Samples and specifications of all 
active forms. 

10—File of These 
need only consist of the last specifica 
tion and copy of the form. 

11—Functional file of forms. 


obsolete forms. 


Savings are substantial 


These savings outlined in these arte 
cles were obtained very cheaply. There 
were no credit, advertising, shipping, 
selling or possible loss problems in 
volved. 

To earn an equivalent net profit for 
the company the sales would have had 
to be in excess of three quarters of a 
million dollars. There were in addi- 
tion, many more intangible savings 
such as reducing printing time from 
one month to one week, eliminating 
typing and proof reading, eliminating 
copies of forms, changing to more eco 
nomical size, etc. 

We have by no means accomplished 
all we would like or expect to. Forms 
Control is progressive. New problems 
and solutions are continually arising. 
A more intensive program would un 
doubtedly uncover new savings in time 
and money but we must constantly 
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and because she has Security 

Office Equipment—she works efficiently. 

she With her job-coordinated Security 
units—-from the functionally-organized desk 

to the space-saving, work-easy file, she 


works contributes to top level work flow 


These units—like all Security Steel Office 


. 
with .quipment—are precision manufactured 


to perform every job casily, efficiently 


for years to come. When you decide on new 
Sec a t office equipment, get the finest. . . 
Ul r t y Security Office Equipment. Write today 


for free full-color broadside 


_ NATIONAL 


* 
t 
va Wer Saas 


SECURITY STEEL EQUIPMENT CORPORATION 
520 Middlesex Road, Avenel, New Jersey 


Please send me a copy of your 4-color broadside on Security Office Equip 
ment without obligation 


Nome Tithe 

Firm 

Address 

City Zone State 
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mm SEA FOAM 
mm = OND 


the Lightweight paper that 


satisfies office demands — 


The office staff, like you, appreciate 
things that make work easier and add 
to office efficiency. Keep them happy by 
. specifying SEA FOAM BOND when you 
ne: need lightweight paper for second 
rh sheets, multiple office forms, or inter- 
office correspondence sheets. 

Nationally advertised SEA FOAM 
BOND has all the characteristics that 
make it the ideal lightweight sheet for 
as office use. 


Check these SEA FOAM features— 


Ye Unusual Strength —to withstand all 
owt 
a handling 

Economical — attractively boxed to 


eliminate waste. 

Efficient—erases easily, files compactly, 
lies flat, handles smoothly. 

Colors—7 in all, to meet every demand 
e- for channeling copies. 

Printability—a favorite with printers 
for forms and creative mailing pieces. 


Next time you need a light 
weight paper for second 
sheets, for printed forms, 
specify the favorite 


SEA FOAM BOND 


Write on your letter 


head for samples. Dept 
OM-3, Brownville Paper 
Co, N.Y 


Brownville 
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keep in mind the “Law of Diminish 
ing Returns’ —we can spend additional 
money to an optumum point beyond 
which we will spend more than we 
can save. We have concentrated on the 
more obvious savings in which we do 
hot require extensive, expensive studies 
whose end results are highly problem 
atical, 


Reading 
(From page 33) 


to locate the main idea. You probably 
read very slowly during this initial 
work and that is the way it should be. 
Don't worry if you slow down while 
learning this new technique. Soon it 
will become entirely automatic. Uncon 
sciously you will include looking for 
the main idea in a paragraph as an in 
teyral part of your new streamlined 
When this time ar 
rives, the skill-building in paragraph 


reading ability. 


analysis which you are now doing will 


tunction significantly in increasing 


both your speed and comprehension. 

As the next step in your skill-build 
ing program, try to find the main idea 
in the several paragraphs below by 
yourself without guided discussion. See 
also if you can pick up a little more 
speed as you apply this technique re 
peatedly. 

Here are your instructions 

1. Find the noun or noun phrase 
that names the basic subject with which 
the paragraph is concerned 

2. Find the group of words following 
the noun that tells what this subject 
does, what it could or should do, what 
it is, what it has, or what happens to 
it which is sufficiently unportant to 
justity having a paragraph written 
about it. 

3. Try to read each paragraph a little 
taster than the one before as you apply 
the technique for finding the main 
idea. 

}. “The Far West states continue to 
be the most rapidly frowing repion in 
the nation, with an undiminished flow 
of migrants from all other regions. 
The population Zain 1s more than 
twice as great as that of the rest ot 
the nation. The whole economic struc 
ture of the Far West has expanded and 
continues to expand enormously. This 
is necessary both to serve the needs 
and to tap the labor and capital re 
sources of the constant flow of new 
(‘People Be 
gin to Pour In,” Sales Management, 
November 10, 1954.) 


comers to its labor force.” 
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Check the key idea: 

(A) The Far West states continue 
to be the most rapidly growing region 
in the nation.—— 

(B) The population gain is more 
than twice as great as that of the rest 
of the nation. 

(C) The whole economic structure 
of the West continues to expand enor 
mously. 

(D) This is necessary to serve the 
needs of the constant flow of new- 
comers. 

2. “Most hunters have pet peeves. 
Jacob’s pet peeve was that he detested 
the cat and all its wild cousins, such 
as the cougar, panther and the lynx. 
With unscienuhc zeal he threw the 
sneaky coyote into the same category. 
He stalked coyotes through the Blue 
Mountains of Oregon with a fanatical 
They out 
smarted him at every turn. He could 
never get them within shooting range 
to put a bullet through their pesky 
carcasses. “That's the cat of it,’ he 
would say.” (“They Tried It Before,” 
Field and Stream, May, 1954.) 

Check the 


“heart” of this paragraph: 


passion, but to no avail. 


sentence which is the 
(A) Most hunters have pet peeves. 


(B) Jacob's pet peeve was that he 
detested the cat and al] its wild cousins. 


(C) He stalked coyotes through the 
Blue Mountains of Oregon. 

(ID) He could never get them in 
shooting range. 


3. “Among engineers and plant op 
erators there’s a lot of talk about to 
day’s heavy oils—they’re not what they 
used to be. Some of this is just old 
tashioned griping, but we also find 
more than a grain of fact. Heavy oils 
have been made less easy to use. This 
1S due to changes in rehning methods. 
he newer methods aimed at improving 
t gasoline and light 
tuel oils have affected the by product 


yield and quality ‘ 


heavy oils and caused them to be less 
easy to use than the straight-run resid 
uals of years past. So you see there is 
some substance back of all this talk.” 
(Weber, A. J., 
1954.) 


Power, September, 

Check the sentence which complete 
ly and concisely sums up the informa 
tion in this paragraph 

(A) There's a lot of talk about to 
day's heavy oils _ 

(B) Some of this is just old-fashioned 
griping, but we also find more than a 


grain of fact. — 
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(C) Heavy oils have been made less 
easy to use, 

(D) So you see there is some sub 
stance back of all! this talk. 

Check your work so far by referring 
to the key below. The letter in par- 
entheses indicates the sentence which 
should have been checked in each of 


the paragraphs respectively. 


Paragraph 1: (A) 
Paragraph 2: (B) 
Paragraph 3: (C) 


You have had enough practice in 
finding the main idea so that you are 
now ready to put on some time pres 
sure while applying this technique. In 
working with each of the remaining 
five paragraphs, try to find the main 
idea and at the same time apply the 
speed readiny procedures which you 
learned in the preceding instalment. 

Here are specific instructions to apply 
in working with each paragraph 

1. Note the time at which you begin 
reading, and jot it down on the line 
after the phrase “Time begun.” For 
example, if you expect to begin read 
wg the paragraph at 5 minutes and 30 
seconds after 7 o'clock, make your rec 


ord as follows: 7: 5° 30”, 


2. Note the time that you finished 


reading in exact minutes and seconds. 
Subtract your beginning time from your 
finishing time and record your answer 
in minutes and seconds after the phrase 
“Time ended.” 

3. Check one of the sentences in the 
list of choices given as the one which 
you believe is the “heart” 
graph. 


4. Proceed to work with the next 


of the para 


paragraph in the same way 
Paragraph | 


Dime begun 


‘From the earliest days the conv 
tion has been growing among the peo 
ple and their leaders that the state must 
be responsible for seeing that its citi 
zens have a certain quantum of educa 
tion. That the 


state has this respons! 


bility is shown by the state constitu 
tions, the hundreds of school statutes 
in each state, and the scores of deci 
sions of local, state, and federal courts 
In brief, education has come to be unl 
versally regarded as a State function. 
Ihe assumption of educational control 
by the state is not fortuitous; state con 
trol has come because of the early and 


ever-growing belief that education is 


———————————=——-- 


the buttress of a democratic govern- 
ment and cannot, therefore, be left too 
much to the whims of any individual 
or of any community. In a democracy 
the people cannot be permitted to re 
main ignorant although some of them 
might desire that status.” (Reeder, 
Ward G., “Public School Administra 
tion.” MacMillan Co., New York, 
1941, p. 55.) 
Time finished —— 
Total reading time 
(A) The conviction has been grow- 
ing that the state should be responsible 
for education. 
(B) Education has come to be uni 


versally regarded as a State Ttuncuion 


(C) The assumption of education 
control by the state is not fortuitous 


(D) In a democracy people cannot be 
permitted to remain ignorant.—— 


Paragraph 2 
Time begun ——— 
“The business meeting of any board 
may be handled efhiciently and expedi 
tiously if it is carefully planned in 


advance. One excellent guarantee that 
the business will be thus handled is to 


GOOD GENERAL ILLUMINATION 


+ CGght light 


= BETTER OFFICE LIVING! 


< 


: SIGHT\/ LIGHT == 


<€ 
< 


Ay 


b> a“ 
THat's cast OS 


Yes, it all adds up to superior see- 
ing comfort... better performance 

.and a more relaxed feeling at the 
end of the day...when you have a 
SIGHT LIGHT on your desk to 
take care of your personal seeing 
needs... Selectively distributed... 
Underwriters Laboratories 
Approved. 


SIGHT LIGHT 


M. G. WHEELER CO., INC. 
Greenwich, Conn. 
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increase office } f°, 


People work more efficiently 
with less fatigue in pleasant office 
surroundings. The restful 
wood tones and distinguished 
design of the functional a ‘ the 
Document pay big dividends ‘ 
in greater efficiency. For only a . . sure 
small investment, you , sis aid 
can enjoy all the benefits =a al way 
of the distinguished Document. bie s , : . 
Get fullinformation | Boe ; with 


from your Leopold dealer, 


or write for brochure. a 3 is .— The Leopold 


nt LEQp0/S voMrnny a Document 
BUR 1 NGTON, 10 ve e——ee— w Line 


e Applications Specialists 
e Technical Writers 
“an i ae e Training Specialists 
HANGING FOLDER im ‘a with experience in 
WITH f | ¢ Computer Programming & Operation 


ADJUSTABLE e Punched Card Systems & Procedures 
METAL TAB 


Here's an opportunity to join the fastest growing 


6 Se organization in the electronic data processing field 
- ° ElectroData Corporation, now the third largest 
1. M. Reg. producer of digital computer systems, needs per- 


sonnel who have a thorough understanding of the 
Your “filing and finding” problems disappear when use of machines in data processing, and who have 
you use Guide O folders in your active files. Not 

only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work field. Experience in the fields of insurance public 
You will appreciate the speed and accuracy with utilities, production control and inventory control 
which your records are filed and kept instantly ’ 
available for reference. Your clerks will appreciate is especially desirable. Positions are open in all 
the ease and accuracy because al! the tugging and 

ulling of ordinary folders is eliminated. Guide-O regional offices and in Pasadena. In complete con- 
olders just glide back and forth on their steel fidence oe 

frames with finger tip ease idence write to: 

Ask your local stationer or office equipment dealer 
to show you how Gulde.O folders will solve your Milton M. Stone 


filing and finding problems Manager, Business Applications 


GUIDE SYSTEM & SUPPLY CO. ElectroData Corporation 
335 Canal Street New York 13, N. Y. 


a desire to advance in the applications and computer 


460 Sierra Madre Villa, Pasadena, California 
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New mailing scale 


for the small office! 


Now even the smallest office can have a precision-built 
mailing scale that saves postage costs and mailing time—the “4900”, 

This compact little beam seale has a built-in computer that 
shows exact postage required from 4A ounce to | pound, 
Prevents loss of money through the overpayment of postage . . 
prevents loss of customer good will through the underpayment 
of postage that results in annoying “postage due”. 

The 4900" is the newest member of PB’s line of five precision 
mailing scales, for small as well as large mailers. One 
model handles parcel post up to 70 pounds. Ask your nearest 
PB office to demonstrate, or write for free, illustrated booklet. 


= PITNEY-BOWES 


Mailing Scales 
eas PIINEY-BOWES, INC 
ad 2982 Walnut St., Stamford, Conn. 


Originators of the postage meter 
offices in 9A cilles 


FREE! Handy desk or wall 
chart of Postal Rates, with 
parcel post map and zone 
finder 


Write for Sample Book, 
Address Dept. OM 


Brighter, whiter Weston Bond makes 
letters look neater, cleaner, more im- 
pressive. It's a rag content paper 
made better by Weston for service 
and economy. Ask your printer to use 
it. Available in colors and matching 


Sore, envelopes. 

2 va 

“UJ: BYRON WESTON Co. 
D ¢ 


Tous © DALTON, MASSACHUSETTS 
Mokers of Fine Papers for Business Records Since 1863 
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sec in advance that a definite routne, 


or order of business, is established. An 
order ol business saves tume and xives 
greater assurance that no iter ot bus 
ness will be forgotten during the meet 
ing. Such order of business should be 
made a part of the rules and regula 
tions of the board. Another guarantee 
of an efficient and expeditious conduct 
of the board’s business is to formulate 
ahead of the meeting a definite parlia 
mentary procedure to tollow. The more 
unportant phases of this procedure also 
should be made a part of the rules and 
regulations of the board. While the 
permanent pattern of fundamental pro 
cedures can be established in the rules 
and regulations, fresh planning will be 
necessary for each new meeting.” 
(Reeder, Ward G., Ibid., p. 95 


Time finished 


Total reading ume ~ 
\) An order of business saves ume 
during the meeting. 

(B) Parliamentary procedure should 
be made a part of the rules and regula 
tions of the board. 

(CC) The business meeting of any 
board may be handled efficiently and 


expeditiously if it is carefully planned 
if’ advan Cc. 


(1D) One excellent guarantee that the 
business will be handled is to see in 


advance that a definite routine 1s estab 


lishe d. 


Paragraph 3 
Time begun - 

“Ideas are elastic and flexible. They 
reach out beyond ordinary bounds and 
barriers. You have no right to take 
the sword and cross the bounds of 
other nations and enforce on them 
laws or institutions they are unwilling 
to receive. But there is no limit to the 
sphere of ideas. Your thoughts and 
feelings, the whole world lies open to 
them. You have the right to send 
your ideas into any latitude, and to 
give them sweep around the earth, to 
the mind of every human being.” (H 
W. Beecher) 

Time finished 


Yotal reading ume 
(A) Ideas are elastic and flexible 


B) They reach out beyond ordinary 


bounds and barriers 


(C) There is no limit to the sphere 
(ID) You have the right to send y 
kleas into any latitude, and to give 


them sweep around the earth. 
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Paragraph 4 

Time begun ———— 

“Advice and reprehension require 
the utmost delicacy; painful truths 
should be delivered in the softest terms, 
and expressed no farther than is neces- 
ary to produce their due effect. A 
courteous man will mix what is con- 
ciliating with what is offensive; praise 
with 
with the authority of admonition, so 


censure; deference and respect 
far as can be done in consistence with 
probity and honor. The mind revolts 
against all censorian power which dis 
plays pride or pleasure in finding fault; 
but advice, divested of harshness, and 
yet retaining the warmth of 


truth, is like honey just round the brim 


honest 


of a vessel full of wormwood. Even this, 
however, is sometimes insufficient to 
conceal the bitterness of the draught.” 
(Percival) 

Tume finished 

Total reading time 

(A) The mind revolts against all 
censorian power which displays pride 
or power 1n finding fault——— 

(B) Painful truths should be deliv 
ered in the softest terms.— 

(C) Even careful handling is some 
times insufficient to conceal the bitter- 
ness of the draught. 

(D) Advice and reprehension re 
quire the utmost delicacy. —— 


Paragraph 5 
Time begun 


“A young woman working at a very 
modest salary in a New York office 
wanted some good imitation pearls. 
When Christmas came and she was 
given a $25 check by her employer, 
she decided to go to a good store and 
spend the whole sum on a string of 
beads. A new clerk helped her pick 
out some She 
loved them, wore them constantly to 
work. 


nice looking pearls. 


One day, on the subway, the 


string broke and pearls flew in every 


direction. Kind passengers helped het 
pick up the beads and she tied them 
in her handkerchief 
take 


strung 


until she could 


them to the jewelers to be re 
She explained she had bought 
the string there a couple of years be 
tore. When she went to get the beads, 
she had the surprise of her life. Shi 
was ushered into the manager's office 
The new clerk two years before had sold 
this woman a $2,500 necklace for $25. 
(A. B. Bryson, “A String of Neck 
laces,” Hobbies, August 1947.) 

Time finished 


Total reading time 
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(A) A young woman working at a 
very modest salary wanted some good 
imitation pearls. - 

(B) When Christmas came and she 
was given a $25 check she decided to 
spend the whole sum on beads.——— 

(C) She was ushered into the man 
ager’s office ——— 

(ID) The clerk two years betore had 
sold this woman a $2,500 necklace for 
$25.——— 

Checking your speed 

Add the items of “Total time” for 
the hive paragraphs, and enter on the 
rate scale on page 33, 

Determine the number of words per 
minute which you read by referring to 


TRADE-MARK @ 


PAPER DRILLS 
9 styles — in hond, 
foot, and power 
models 


PAPER CUTTERS 
1! models 7 sizes 
floor, semi - hydraulic 
hydraviic models 


Bench 
ond fyll 


” 


NAME 


PROOF PRESSES 
Full selection of § 
styles — 5 sizes 600 


PAPER 
PAPER 
PROOF 


outside ‘paper work” 


mail, etc 
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the scale on page 33. For example, ut 


your total reading tume tor the hive 


paragraphs was 2! 


2 Tminutes, your rate 
was 269 words per minute. 

Check your accuracy in hnding the 
main idea in each of the paragraphs 
by referring to the table on page 33. 
You may allow a score of 20 tor each 
correct answer. Multiply the number 
right by 20 to obtain your total com 
prehension score. 

You have been given some basic in 
and practice in the art of 


reading paragraphs 


struction 
You have at least 
been launched on the technique of 
finding the main idea accurately and 


quickly 


The extent to which you per 


CUTTERS 
DRILLS 
PRESSES 


Supplement your printing or duplicating 
facilities with Challenge time-saving equipment 
By enabling you to do your own paper cutting, 
drilling, and proofing right in your own 


shop, Challenge helps eliminate the cost of 


Saves you money on 


office forms, price lists, catalog sheets, direct 


And Challenge equipment is so easy 


to handle your present office boy or girl can do 


the job .. . quickly, economically, efficiently! 


Dealers in all 
Principal Cities 


Mail coupon 
for specific 
information. 


THE CHALLENGE MACHINERY CO 
GRAND HAVEN, MICHIGAN 
Send detoils as checked below 


() Paper Cutters 
(_) Proof Presses 


{|} Paper Drills 
(_) Paper Punches 
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SPEED YOUR MAILINGS 


DUPLISTICKERS, 
DUPLISNAPS and 
DUPLIQUIK 


gummed, perforated mailing 
labels in sheets’ Make as 
many copies as you want! 


Duplisticker 
Mail-Aids, 
for type- 
writer and 
mimeograph. 


Duplisnap — 
Carbon 
interleaved 
Mail-Aids. 
Made in sets 
of 2, 3, 4, 5, 
and 6 sheets. 
Interleaved 
with smudge 
resistant 
carbon, For 
use with 


typewriter. Dupliquik 


Mail-Aids, 
Special 
stock for 
use with 
**spirit”” 
or’ ‘liquid’’ 
process 
duplicating 
machines. 
Can also 
be used 
with type- 


writer. 


for complete details send for your free 


copy of Speed Your Mailings with 
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| 
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fect this skill depends on you. You 
may sharpen this tool to a very fine 
point if you will continue practicing 
its use, 

From this time on, in all of your 
reading, both informal and_ special 
practice, do two things: 

A. Force your speed. 

B. Apply paragraph reading tech- 
niques, 

Continue to keep a record of your 
speed and comprehension in each of 
your hive minute prac tice periods. You 
should begin to note quite substantial 
gains. 


(To be continued) 


Klectronies— 
(From page 24) 


data processing fell into three general 
phases. 


“First was the training necessary to 
understand the problem, to make an 
economic evaluation, and to reach a 
management decision,” he said. “The 
second phase was the selection and 
training of the staff needed to program 
the application itself. The third phase 
was the training of the employees who 
must carry out the new clerical proce 
dures and those operating the physical 
equipment.” 

Con Edison first set up an informal 
guiding committee composed of top 
executives to chart the de velopment ol 
electronic operations within the Com 
mercial Relations Dept. of the com 
pany, he said. Under this committee, 
a small staff was assembled, some of 
whom were sent to programming 
training courses run by the various 
manulacturing companies, others of 
whom worked on preparing procedural 
analyses of Consolidated Edison's op 
erations. Those who were not sent to 
the programming courses were later 
trained by their colleagues who had 
gone to the courses. 

Following this initial training, the 
company proup was given pra tical ex 
perience by being required to program 
1 minor part of Con Edison routine, 
ind test it in the Univac§ Service 


Bureau 


Following this, the company staff 


free samples was assigned to make economic studies 
“ of the costs of electronic data process 
Z a) —2E KA ing, ind the comparative costs of i 
€ R ——— ous types of equipment to submit for 
- — = 
the final management de ion 
EUREKA SPECIALTY PRINTING CO. his was favorable to installation of 
24 ELECTRIC SI SCRANTON 9, PA in electronic data processing unit; the 
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company immediately moved to bring 
its original skeleton programming staff 
of eight people up to “full strength.” 

“In our early investigations, we were 
told that we would need engineers, 
physicists, or mathematicians to do the 
programming because those back- 
grounds were necessary to understand 
the complexities of the problem,” Por- 
ter declared. “Later, other sources felt 
that bright young college graduates, 
regardless of their major, could be 
taught programming. After we stud- 
ied manufacturers’ courses, we came to 
believe that even our older, more ex- 
perienced but less formally educated 
methods men could be used for this 
work.” 

The guiding committee realized very 
early that a major factor in planning a 
successful installation was a knowledge 
of company operations so intimate that 
every detail could be programmed, no 
matter how minute, the speaker con 
tinued, 


“It seemed desirable to add to the 
staff individuals from every phase of 
our commercial operations in order 
that there might be a broad coverage 
of our procedures and an avoidance of 
omissions which might cause us many 
difficulties,” he said. This procedure 
had the further advantage of placing 
back in strategic locations within the 
department personnel thoroughly fa 
miliar with electronic data processing 
through first hand knowledge of how 
our objective was to be accomplished.” 

Other departments were also asked 
to lend personnel to help program cus 
tomer accounting, he declared, with the 
understanding that these personnel 
would be given a thorough training in 
computer programming. This could 
then be utilized by their original de 
partment in planning subsequent com 
puter applications for its own opera 
tions. 

Following this organization, manage 
ment and top supervision were first 
icquainted with the plans for the new 


clectroni data system 


processing 
through a series of intensive training 
conferences, and then first and second 
line supervision were given a much 
wricter indo rination course in. the 
ylans f 


or electronic data processing 


\ny company planning the use of 
electronics must count on train ng the 
bulk of its own staff, the second Mon 
day alternoon speaker, Wesley S. Bag 
by, Comptroller, Pacific Mutual Lite 
Insurance Company, Los Angeles, 
warned the audience. 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


COFFIELD 
EVERLASTING 
Inte cable 
ORGANIZATION 
CHART 


EASY TO CHANGE 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. It's that simple! 


SS — 


i 


it 


—— 


* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

* All Parts Are Movable and Re-usable 
* Solves Your Chart Problem Forever 


Write for Free Mlustrated Folder 
with V’rice Schedule No. OM-2 


MANAGEMENT CONTROL CHARTS CO. 
1731 N. WELLS ST. CHICAGO 14, ILL. 
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“The training accomplished by the 
equipment manutacturers and the 


schools isn’t adequate to meet the de 


| 1 
mand, which is often spoken Of as 


doubling each year for the next four 


or five years,” he declared. 

Companies must also be prepared to 
set their salary ranges for electronics 
installation personnel “realistically” and 
review salary structure frequently, he 
pointed out. 

“The fact that a firm has invested 
quite a bit in training a man for this 
work will not wed him to them indef 
initely after he has proved his ability 
work, and discovers himself 
group 


with experience for which there is an 


to do the 


as a member of a rather small 


insatiable demand,” he continued. 
150 jobs to be eliminated 


When his company has its electroni 
data processing installation in full op 
eration later this year, it anticipates 
elimination of between 150 and 175 of 
its present job stations, the speaker 
went on. The jobs that will be elim 
inated fall into three mayor cateyories 
relatively unskilled jobs involving rou 
tine, repetitive clerical operations, a 
second group, concerned with relative 
ly routine jobs that demand a fairly 
thorough knowledge of insurance; and 

} staff 


a third supervisory and 
group with duties that fall primarily 


senior 

into the “judgment area.’ 
Elimination of job positions in the 

first category will not work any hard 


ship, the spe iker said, because it 1s 


these junior positions in which turn 
over is always heaviest. Nor does 
Pacific Mutual anticipate any major 


flexible, 


expe rienced, and rather easily adaptable 


problem n relocating the senior group, 


the “kind of people who are 


to new situations. 


’ | | 
We believe that our more trouble 


1 "1 

some personnel relocations will be in 
' 

the middle group, described as ¢ Kpe 

performing routine yobs 

not i the judgment area I he ¢ pco 


ile are somewhat inflexible, and there 


ire lewer job openiny n COM paranie 
job levels tor persons th the quail 
hcations, he declared Because ol 
tin our Personne! De} irtment started 

umediate June, 1954, to consider 


the type hey might hit appeare lina 
, , 
non-affected department. We still have 
,; , , 
ibout a dozen people in th middle 
i vho must be reassigned 


inquiry Coupon 


An easy way to keep fully 
informed of new developments 


. . 
in data processing 
DATA PROCESSING DIGEST is a monthly digest 


of the most significant current articles in the 
field of automatic data processing, selected from 
trade publications, conference reports, profes- 
sional group proceedings and books 
Recent issues of DATA PROCESSING 
DIGEST have covered these subjects: 
@ Description and operation of electronic clerical 
data processing equipment, 
@ Typical applications in business and industry, 
@ Electronic clerical system design, 
@ Practical developments in scientific managerial 
decision. making, 
@ Seminars, conferences, training programs 
You get the key ideas of the articles with complete 
references for only ao few minutes’ reading time 


A Service of 


CANNING, 
SISSON AND 
ASSOCIATES 


914G South Robertson Bivd 


SEND FOR 
FREE Copy! 


Los Angeles 35, Cal 


CHOIC 


iT PAYS fo make your invest 
ment a solid one to get the kind 
of top, through-and-through quality for 


which Indiana Desk is famous Every 


desk bearing the iD trade mark is a 


desk you can display with pride Extra 


fine extra durable woods are 


carefully 


styled to refiect the newest trends, then 


finished with iD craftsmanship. For 


solid quality make Indiana Desks 


your solid choice! 
Before you decide see your 


Desk 


dealer 


nearest tndiana 


A 


* name by return mail 


post cord will bring you his 
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SUCCESSFUL 
MANAGEMENT 
STRATEGIES 


for charting 
the future course 
of your business 


Direct from 


HARVARD'S 


25th National 
Business 
Conference 


Strategy looms in- 
creasingly as a Vi- 
tal prerequisite to 
management suc- 
cess and company 
profits. To help you 
conceive, appraise, improve your own 
strategy, this book offers unusually 
authoritative guidance. It highlights 
the factors to bear in mind. It tells 
you what business leaders have done 
about them, in a way to aid you 
greatly in charting the future course 
of your own business. 


PLANNING THE 
FUTURE STRATEGY 
OF 
YOUR BUSINESS 


By EDWARD C, BURSK, Editor of 
the Harvard Business Review and 
Professor of Business Administration, 
Harvard Graduate School of Business 
Administration and DAN H. FENN, 
IR., Assistant Editor of the Harvard 
Business Review, 


302 pages, 5°ex8%, illustrated, $4.25 


This book is based on the 25th annual 
National Business Conference of the 
Harvard Graduate School of Business 
Administration. It brings you a care 
fully edited distillation of the main 
ideas which were developed during 
the conference. It represents the ex- 
perience of men with such companies 
as Ford, Bell & Howell, and General 
Flectric, and the Harvard Business 
School faculty. It covers a wide 
variety of problems involved in busi- 
ness planning, including finance, con- 
trol, marketing, communications, labor 
relations, automation and data proc- 
essing, and operations research. 


SEND FOR YOUR COPY NOW! 


OFFICE MANAGEMENT 


The Magazine for Management Executives 
A GEYER-McALLISTER PUBLICATION 
212 Fifth Ave., New York 10, N. Y. 


92 For More Information From Advertisers Use Readers 


Pacific Mutual has had an ongoing 
program designed to acquaint all its 
employees with the implications of 
electronic data processing since early in 
1953, the speaker said. This program 
has stressed that each employee who 
wished it, even if his or her job were 
eliminated by introduction of the ma 
chine, would be retained and relocated 
at suitable work within the company 


at no reduction in salary. 


“We believe that the careful atten 
tion we paid to drawing up a thorough 
program of communications early in 
the game, to following through to be 
sure that it was carried out, and to 


Wy condi 


amplifying it to meet changing 


tions have paid dividends,” Bagby de 
clared. “Most of our people, even those 
who are to be transferred to other 
work because their jobs will be elim 
inated, are enthusiastic about our elec 


tronics program. 


Work force expanded in conversion 


Even though the program will event 
ually result in a reduction of approxi 
mately 150 work stations, Pacific Mu 
tual during the conversion period has 
had to expand its total work force in 
order to carry on normal operations 
according to old procedures while pa! 
allel testing the new electronic methods. 

While it isn’t necessarily true that 
the managerial positions of tomorrow 
will be filled by persons who have pri 
marily shown ability in managing ma 
chines, every manager tomorrow will 
have to have that ability, Dr. John W. 
Carr, Assistant Professor ol Mathema 
tics, University of Michigan, declared 
in the closing speech of the afternoon 
session, 

The speaker pointed out that con 
trol of computers in a business situa 
tion is essentially similar to control of 
a “Human Information System,” in 
which the prime requisites are ability 
lo organize logic ally a sequence ol con 
trol to obtain the best results, and 
ability to work with and understand 
people Dr. Carr said that the best 
use of electronic data processing ma 
chines would be achieved by a mana 
gerial rather than a technical approach. 

“The detailed clerical task performed 
by the coder may very soon be per 
formed entirely by the ‘information 
machine’ rather than by humans,” he 
declared. “Thus the job of coder may 
be eliminated entirely within the near 
future, as the original machine user 
passes his information more and more 


directly to the machine without the 
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intervention of any detailer or clerk. 

“It is the programmer who has the 
responsibility lor serving as a manager 
of the new information handling sys 
tems,” he went on. “He must have 
similar requirements with respect to 
the new information machines as does 
a present<day manager with respect to 
a present-day all-human information 
system. He must have: 

“1. Ability to organize a sequence of 
control of information. 

“2. Ability to work with and under 
stand machines so that a theoretically 
satisfactory system will work.” 

Two new and unusual managerial 
techniques will be required of the men 
and women charged with controlling 
the “information machines,” Dr. Carr 


said. The first is the use of many 


Safeguard Confidential - 
Papers from Pryig 


Portable office paper shredding machine 
quickly, easily, and effectively destroys 
confidential papers and obsolete records 
in your own office. Quiet, compact. Safe 
and easy to operate! New low price! 


FREE 10-DAY TRIAL. 


Write for free illustrated descriptive folder 
with details of 10-day trial 


Ask for brochure # 26 


‘Zhe SAREDMASTER ‘@..//. 


9 East 40th Street, New York 16, N. Y. 
Manufacturers of the most complete line of 
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You Get Things Done With 
Boardmaster Visual Control 


‘ Gives Graphic Picture of Your Opera- 
tions—Spotlighted by Color 
Facts at a glance—Saves Time, Saves 
Money, Prevents Errors 

‘- Simple to operate—Type or Write on 
Cards, Snap in Grooves 

- Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 
Made of Metal. Compact and Attrac- 
tive. Over 60,000 in Use 


Complete price $4950 including cards 


24-PAGE BOOKLET NO. G-400 
FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street « New York36,N.Y. 


need a SPECIAL index sail 
build it yourself with... 


Just type the captions you 
need—slip them quickly 
into these movable 
clamp-on guides. 1001 
other uses to save time 
and improve your filing. 


Available in 1” or 
2° widths. Packed 
25 to box with 
labels in strips for 
easy typing. Also 
alphabetic labels 
to 200 subdi- 


visions. 


CHARLES C. SMITH, INC. 
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different and varied languages in an 
attempt to describe a problem exactly 
He went on to point out that there are 
hive “languages” in use already for 
dealing with information handling ma 
chines. 

“The second new requirement for 
the managers ol the new intormation 
handling systems is an understanding 
of automaticity,” he said. “I use the 
latter term rather than the more popu 
lar and Vague term, aufomation be 
ause the latter carries much more 
ontusing connotations. By automat 
city, | mean simply the ability of an 
intormation machine lo periorm its 
functions without the need for human 
intervention. This ability is tied 
basically with the problem of language, 
ind of intercommunication between 
man and machine. It goes further than 
that, by recognizing that the machines 
perform most efhciently when they 
have as few direct contacts as possible 


with human beings.” 


Humans limiting machines 

This second requirement is not 
thoroughly understood today, Dr. Carr 
declared, in saying that valuable ma 
chine time is being wasted by opera 
tors “with no general understanding of 
the machine, removing or inserting 
information at their own, not the 
Tide h ne $s pace 

“Such communication must be elim 
inated, or else turned over completely 
to the control of the information ma 
chine,” he said. “The machines must 
be entrusted with the responsibility for 
changing from task to task as priori 
ties change, or for controlling their 
entire sequence lor 24 or more hour 
periods. 

“The need today, therefore, is not 
for relatively untrained persons who 
have been taught the rudiments of 
computer coding in an intensive course 
of a few short days or wecks. These 
persons may be necessary for the mo 
ment, but their days are numbered. 

“The need instead, is for good audi 


tors, good accountants 


good Inanapers, 
if you will, who have a background in 
the new mathematics and Lop that is 
required to understand the new and 
automatic clerical workers of today,” 

The morning session, on Tuesday, 
February 28, the second day of the 
conterence, was devoted to discussions 
of three different omy anies studies 

cparatory to computer installation, 
and the reasons why each company 


chose the particular electronic unit it 
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did. W. Clayton Hill, Manager, Gen control on 70,000 items stocked in “7. Special parts analyses are more 
eral Administration, Hotpoint Co., Chi seven warehouses, in various parts of readily available than ever before. 
cago, and Robert T. Bruce, Director the country, listed as some of the bene “8. Consistency of machine decisions 
Systems, Procedures, Electronics Re fits of the electronic control system: allows prompt and effective imple- 
search, J. P. Stevens & Co., New York, “I. The Inventory Control Depart mentation of management policy. 
talked from the viewpoint of com ment was able to reorganize its activ “9. The last major benefit which | 
panies which have chosen medium ity so individuals now control groups will list for you,” Mr. Gilmore said, 
scale computers, while Robert E. of similar parts. “is one which all of you have prob 
Slater, Vice President & Controller, “) The decisions of these individu ably heard so many times that it seems 
John Hancock Mutual Life Insurance als are further improved through the trite and overrated. That is the possi- 
Co., Boston, described the reasons that availability of very current information bility of a whole new range of man- 
led his company to install a large scale in con ise, readily. understandable form agement reports. We are now produc- 
processor, ental, snenttn af tine amalvele already per ing, on a fairly regular basis, three 
Afternoon speakers on the 28th, formed by the machine. reports of a management control na- 
within the overall topic of “Payout “3. Upon reaching a decision, the ture which we had not specifically 
Applications,” were Ralph M. Gilmore, individual is normally able to take planned, but which we are able to ; 
Divisional Records Development De ‘mmediate action based on the infor come up with through the speed and } 
partment, Chrysler Corp,, Detroit, Ker mation presented to him on the stock flexibility of the equipment and the 
mit A. Pickett, Manager, Divisional status report —he is not required to data stored therein.” 
Records Department, Chrysler Corp., process paper through other depart The second Chrysler speaker, Mr. 
Highland Park, Mich.; and Albert ments to obtain required information. Pickett, said that the Inventory Con 
Vanselow, Assistant Vice President, The follow-up man is provided trol Operation described by Mr. Gil 
Franklin Life Insurance Co., Spring with stock status information which more had put the corporation at mid 
held, Ill. Their respective talks were he never had before. point in its plans to weld all company 
concerned with “Inventory Warehouse “5. A continuing scrap analysis pro operations into a highly integrated sys- 
Control,” “Forward Planning;” and gram is provided. tem. After describing the various 
“Lessons Learned During Installation “6, Provision of current status in electronic units that have already been 
of a Large Scale Computer.” formation for the distribution group installed in various Chrysler divisions, 
The first speaker, after describing insures more equitable distribution of and those that will be installed in the 
how Chrysler has applied electronic incoming material, resulting in fewer near future, Mr. Pickett said that 
data processing methods to inventory emergency transfers. Chrysler is planning a three-step over 
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lots of sorters ++: || 


but only ON E | en 


VERT-A-SORT 


the Easy-Action vertical paper sorter 
that answers the need for sorting efficiency in 
any large or small sorting 
problems. Every Vert-A-Sort Installation made 
has resulted in increased production, no matter 
what sorting methods were used before! 


business having 


mode ina variety 
of sizes, all of which 
con be indexed to suit 
your needs 
Built for years of 
efficient usel 
for Complete Details 


ee 
PIN THIS AD TO YOUR LETTERHEAD 
and mail to: 


rue A; bbl haads ComPANY 


12 §. CHICAGO AVE 
CHICAGO 17, 1LLINOIS 


How Long 
Should Records be Kept? 
this FREE 


booklet tells 


Now 

available— 

our Manual of Re- 

cord Storage Practice 

with Retention Periods for 

general business and banks. It 

tells a simplified story of record 

procedure and an easy-to-do 

storage plan for inactive records. 

A VALUABLE GUIDE FOR 

EVERY BUSINESS. For your 

FREE copy, clip this ad to your 
letter-head and mail to: 


BANKERS BOX CO., Dept. 
720 S. Dearborn St., 


OMA 
Chicago 5, Mlinois 
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1956 For More 


Infor 


matio 


all conversion to electronic processing 
The steps are: 
1. Straight Divisional Conversion. 


“This 


our 


means applying electronics to 


division in the 
manner as we have at MoPa 
tive Body, and Dodge 


within each Division’s boun 


remaining same 


ct. Automo 


Truck. It means 


remaining 


daries, where we will continue to in 


stall large and small scale computers in 


as many divisions, 


covering as many 
applications, as 

2. Flexible 
of our divisions are gigantic, 
or more large scale computers will be 


appear practicable.” 
Area Processing. “Some 


and one 


strained to handle their data processing 
Other 


small, and incapable of supporting large 


requirements. divisions are 


scale computers. This is where ‘I 


ble Area Prox 


Joint 


lexi 
essing’ enters the picture. 


operation of large scale 


ment by smaller divisions, 


equip 
appropriate 


ly located geographically, will allow 


them to compete favorably with their 


huge brothers. ip> 


aj 
plies to large divisions with w idespread 


geographic 


The same principle 


locations. 
3. Central Service Processing. “In 
this concept, 
the 


divisions. 


we also strive to 


main 


tain semi-autonomous nature of 


However, centrally, we 


would expect pertorm service func 


tions for such things 


as make or buy 
decisions, material requirements deter 


mination, vendor releasing, purchase 


foll ow-u Pp, overall inventory control, 


payrolls, personnel statistics, operation 


of the Supplemental Unemployment 


' 
Senehts Plan, cost analysis, administra 


tive and expense accounting budget 


] 
analysis, and price analysis. Divisions 


would data 


proy ide mast of the source 


for this central processing, some of 


Ww hic h would 


a by-product of their 


1! 1 
own smatlier scale computer operation 


handling their production and material 
proble ns \ two 


taff 


woul 1 be 


contro! 


fold distribu 


tion to centra yroups an ‘ to cacl 


d vision ntral 
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ALUMINUM 
CLIPBOARD 


#1062 A-B-C 
streamlined design 
with elegant satin finish 
Keeps its gleaming satin finish, its mod 
look ‘| he heavy 
gauge rust 
break, is moisture-proof, Easy 
Cu to hang Strong 
firmly, has con 


Streamlined cde 


ern permanently 


aluminum won't warp ofr 
to cle 

prings hold paper 
enient squaring tabs 
ind satin finish in 
vite ¢ 
tandard size 


lasts longs ! th in masonite 


MANUFACTURERS OF FAMOUS 
MP-COIN-MACHINE LINE 


Write for descriptive catalogue and nearest dealer 


I+ Modern Products...Moderate Prices 


ustomer Available in 


than wood 


METAL PRODUCTS ENGINEERING, INC. 


Hept M. 4000 Long Beach Ave. Los Angeles 64, Catit 
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vs. savings we must realize that many 
of the initial costs such as conversion 
of data and training of personnel, are 
for the most part one-time expendi- 
tures. Our costs for the training of 
programmers, engineers, technicians, 
preparation and computer testing of 
programs, inventory of magnetic tapes, 
and spare parts, test equipment, and 
installation of the Univac system have 
to date totaled over $250,000. This 
figure excludes salaries. When we are 
in full operation (seven-day week) we 
anticipate the personnel in our Data 
Processing Department will total ap 
proximately 55 to 60 people (excluding 
programmers) and will consist of 25 
clerical coders, 15 engineers, techni 
cians, operators, tape handlers, etc., and 
20 Unitypists. In addition we will re- 
quire an avcrage ot ten programmers 
for at least the first few years. 

“If we were to base our decisions for 
the upon the 
past, knowing what we do today about 
the capability and reliability of com 
puter systems, we probably would pro 
gram one or two applications and be 
gin realizing some benefits as so00n as 
while 


future experiences of 


possible additional 
programs, rather than preparing and 


testing 


preparing 


programs for all applications 


under consideration before starting 


conversion as we have done. We now 
know what these monsters can do, and 
we have found no limitations once the 
applications are determined economic 


ally sound.” 


One computer—or many? 
The 


February 29, 


first speaker on Wednesday, 
the closing day of the 
conference, said that his company had 
found it best to use many computers, 
each of the size and capacity best suit 
ed to its environment, at different 
points, rather than one or more giant 
machines at a central data processing 
point, 

Discussing “Electronic Data Process 
ing Machines and Long Range Plan 
Ethan MacMichael, 


Comptroller, American 


Assistant 
Divi 
sion, United States Steel Corp., said 
that 


ning,” 
bridge 
American Bridge plans to install 
its sixth computer sometime next sum 
mer. 

His that 
range” planning has three facets, Mac 
Michael declared: 


“First is the area of fact-finding and 


company believes “long 


decision making. Here the industrial 
planner searches for answers to such 


questions as what products should be 


SOLD ONLY 
THROUGH 

RECOGNIZED 

WHOLESALERS 


“FOUNDED 1896 The Largest Rubberizers of Cloth in the World CANTON, 
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sold, in what markets and quanuties, 
and at what prices. He must also de- 
termine what facilities, materials, sup- 
plies, services, and manpower require- 
ments exist, and establish a plan which 
coordinates these factors. This area is 
normally the function of commercial 


and 


financial analysis, backed up by execu- 


research, facilities engineering, 
tive decision. 

“Second in our definition of long 
range planning facets is the area of 
This 


itself with execution, follow-up, and 


communicauons. area concerns 


alteration of the decisions reached in 
the first area. This subject is not dealt 
with directly as a part of a long range 
planning program. However, anyone 
who has seen good plans dissipated in 
bad communications will subscribe to 
this 
from 
planning is to be insured. Communt- 


the importance of adequacy in 


area if a successful end result 
cating the decision to those who are 
to execute it, a return communication 
channel to see that it is executed and 
the that is, 


to reveal consequences 


realities vs. plans; and the alteration 
of decisions in the light of such expe 
rience, all influence the results of long 
range planning. 


“Third, the computer itself is a long 


RUBBER BANDS 


conform to Federal 


Specifications 
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All All Tabulating Folk 


AGAIN \by WASSELL 


Self Indexing fos , 


Card System | mension : 
a= Solid Plastic Tabulating Card: 
Plas-ta-card |; 


_ almost saninrtaeanmcenl 


Self-Guides go thru Tabulating Machines—No 
guides to remove! No guides to replace! Make 
your tab cards as fast as the fastest card file. 


Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 


eS i 


PAPER-WRAPPED 


ERASER 
es. . 


BLAISDELL PENCIL CO., BETHAYRES, PA. 


APRIL 1956 For More Information 


Columbia & 


Automatically prints large, legible num- 
bers on file folders, job tickets, time 
cards, etc.,, makes for easier reading, 
faster work. (Provides consecutive, dupli- 
cate or repeat numbering.) See your 
dealer or let us send our catalog—“How 
to Select a Numbering Machine.” 


Specify FORCE for the Finest 


WM. A. FORCE 


_ & COwrane imcoeroe ates 
216 NICHOLS AVENUE, BROOKLYN 6m. Y, 


TEXTILE INSPECTION and GRADING 


at Vpcouimack AIDED by DENOMINATOR! 


Here in the burling room of the Merrimack Manufacturing 
Co., Lowell, Mass. (birthplace of American textiles) all cloth 
is examined for possible flaws. These flaws are counted 
and segregated by type on a 15 unit DENOMINATOR 

in scores of mills across the country, The DENOMINATOR 
greatly aids in speeding these perch inspections as no 
pencil or paper is required. Far more accurate too! The 
automatic total in each category is instantly available 

Tell us about your sort-and-count problem and we'll be 
happy to show how The DENOMINATOR can 
save you time and money. Without obligation, 


write Dept. OM 63 


The DENOMINATOR COMPANY, Inc. 
261 BROADWAY, NEW YORK 7, N.Y 


Manutacturers of Tabulating Machines for 40 years 
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SILENT SENTRY 
SWING-ACTION 


TYPEWRITER 
MOUNT 


Mounts and Silences 
ANY TYPEWRITER 


© Finger tip swing action © Stand- 
ardizes typewriter fastening @ Elim- 
inates noise and vibration @ Rapid 
interchange © Theft-proof @ Econ- 
omical @ Sanitary @ Lasts a lifetime 


Model 
for Standard 
Typewriters 
$7. Retail 


Model E 
For Electrics 


Send for Literature 


BUSINESS MACHINE PRODUCTS, INC. 
8 Engle St., Englewood, N. J. 


$12.50 Retail 


Important Votice 


JUNE 1956 ISSUE! 
CLOSING DATE MAY 1ST 


We urge you to please send to our New York 
office your complete advertising copy instruc- 
tions and cuts to reach us on or before May 
Ist to insure insertion in the JUNE issue. 


OFFICE MANAGEMENT 
212 Fifth Avenue New York 10, N. Y. 


range planning program. It is a sub 
stantial fixed expense not to be under 
taken lightly; its total disregard for 
long established lines of communica nication problem 


tions makes for many inter-depart higher 


mental organization problems; it de unit of capacity. 
mands new skills and a new order of advantages. 


accuracy in procedure development; 
and it evolves so fast that the machines 
seem to become obsolete about as fast 


as we can install them.” 


to program and 

Discussing 
facilities—at scattered points of opera 
tion, or at a central point into which 
flow data from operating areas, Mr 
MacMichael cited the reasons for Amer 
ican Bridge's decision to place data 
processing facilities in the 


data originates and is used. 


correct one, 
area where 

operate at 
“The location of computing facilities done so. 


is a subject of much discussion in 


large computer is taster and cheaper conceive 


per item processed but has a voracious of decentralized 
appetite, This forces centralization of centralization only 
data processing in all cases except trols. 

where, for example, a plant of 10,000 from management, 


or more employees exists, This central 
iZaUION IMposes communications prob 


lems, not only to flow data into the Mr 


computer, but also to get answers back 
to the point of action, 

“The alternate escapes the commu 
theoretical E.D.P.M. cost per 
also has two other its own 
First, know-how is spread 
across the organization if for no other 
reason than proximity to the facilities. 
Second, the smaller units seem easier the conference were B. F. 
schedule to a proht 
the location of computer able utilization factor, 


Smaller units chosen 
“We, in Bridge, 


second theory and believe it to be the 


have followed the 


Our — is supported 
by economics. All ¢ 
a profit, eh always have 
It is also supported by what 
might be termed a management philos 
multi-plant business,” he said. “The ophy. It took almost 
and implement the 
management with 
of necessary con 
Data processing is inseparable 
and it seems incon 
ceivable that hardware 
to change than human nature.” 


MacMichael 


stressed that his 


__ THE INCOME TAX MAN 


will let you deduct the cost of busi- 
ness travel—but only if you have 
definite, itemized records to show him. 


BEACH'S 
“Common Sense" 
EXPENSE BOOKS 


are best because you jot down the 
expense as it is incurred rather than 
later when a lot of it is forgotten. 


Buy them from your stationer or 
write directly to us. 


Beach Publishing Co. 


7238 Woodward Ave., Detroit 2, Mich. 
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z view point was not an argument against 
“large machines.” 
ia) ” ° 
Large is a relative term,” he point 


exchange for a ed out. “Our view is merely that each 
machine should have the capacity for 
environment instead of one 
machine to do the work of many en 
vironments.” 

The last two program speakers of 
Butler, Con- 
sultant, Operations Research and Syn 
thesis Practices, General Electric Com 


pany, New York, 


scientific and mathe. 


who discussed the 
application of 
matical methods to business decisions 
. Deutsch, 
Supervisor, Mathematics and Computa 


through electronics, and M. I 


our computers tions Group, Soecony Mobil Labora 


tories, Paulsboro, N. J., who talked on 
“Computers as an Operating Tool.” 
Speaker at the 


which closed the three-day conference 


luncheon — session 
a generation to 
was General Edwin F. Rawlings, Com 
mander, Air Materiel! Command, 
Wright-Patterson Field, Dayton, O., 
“What Military Manage 


ment Expects of the Computer.” 


concept 


who outlined 
is more difficult The special conference was held at 
New York’s Hotel Commodore by the 
AMA. 


Finance Division, 


tele ENGRAVED 
D pL ET ERHEADS 
IES ano PROO OO 08 

a S75 29 1000 


Genuine BUSINESS CARDS 
500 $11 © 1000 $15 QUNUNaual 


BUSINESS ANNOUNCEMENTS 500 ONLY $28 COVERS 


CLIP YOUR LETTERHEAD TO THIS AD... 
MAIL FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
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double-deck pol- 
ished aluminum mail 
cart by Chesley lets 
your mail depart- 
ment categorize in- 
coming mail for 
quick, error-free de- 


CHESLEY INDUSTRIES INC. 


24777 TELEGRAPH ROAD 


Dept. H 
DETROIT, MICHIGAN 


DESTROY OLD FILES, VITAL 
RECORDS, CONFIDENTIAL PAPERS 


SAFE, SELF-FEEDING . PORTABLE! 


THE ONLY OFFICE PAPER SHREDDER that destroys con- 
fidential papers safely because it's self-feeding! No sticking 
or jamming. Your secretary simply loads the machine, turns 
it on, and the papers are fed in—automatically and safely! 
Attractive gray hammertone finish. Neat, 

quiet, clean. 10-day free trial on any size 

shredder. Write today for literature de- 

scribing the only complete line of paper 

shredders in the world! 


ii 


NOWHERE ELSE 
IN THE WORLD... 


could this year’s gigantic National Business 
Show be housed adequately but in the 
New York Coliseum—the world’s largest and 
newest and finest exhibition hall. Don’t mis 


this preview of business in the electronic age 


NATIONAL BUSINESS SHOW 


New York Coliseum — Columbus Circle, New York 
October 15 thru 19, 1956 
RUDOLPH LANG, Managing Director 
33 West 42nd Street, New York 36, N. Y. * PEnnsylvania 6.6760 
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More Information 


30) MILL ST. 


INDUSTRIAL SHREDDER 


Sind little Vompang SALem, on10 


(COLORED SIGNAL CHANNELS ARE) 
POSITIVE REMINDERS 


ee a 


+ 


NEED THIS BUSINESS SAFEGUARD— 


to follow up “time due” records such as purchase orders 
collections, insurance, contracta, quotations, production 
Green signal channel for the months —red 
signals for the day 


schedules, et« 


Write us for a free sample 


+ yal ats 
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ECE 


eile spittin del et ar ae Shy 


ACCO 


{ 
new TENPAK 


of #12 and #22 ACCO FASTENERS 


Makes Everybody a Prospect 
for this new “‘Acco First’’ 


| 
| 


Ageravation of lost, mislaid papers— | 


eliminated. 


€ ounter Displayed for convenient Self 
Service—Watch for TENPAK, 


Creates positive safety for your papers 
—in or out of files. 


on Opens new opportunities for efficient | 
business operation. | 


Be ahead 


fastening now. 


start using the Acco method of paper | 
You'll soon be using all Acco products 
for better filing. 


Acco Fasteners No. 12 and 22 are also available in 


boxes of 50. Ask your stationer. 


ACCO PRODUCTS, Ine. 
Ogdensburg. New York 
In Canada: Acco Canadian Co., Ltd., Toronto 
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| Chicago 26, Folder, in color, on Apeco’s Dial-A-Matic Auto 


Spring Point. 


Catalogs, Booklets, Brochures 
for the office 


Teletype Equipment 
Teletype Corp., 1400 Wrightwood 
Ave., Chicago 14. The A. B. C.'s of 
Teletype Equipment, illustrated book 
= 4 let describing the principles of tele 


typewriter communications and vari 
ous types of Teletype equipment. (1) 


Photoc opier 


American Photocopy Equipment Co., 1920 W. Peterson, 


Stat photocopier. 


(2) 


Executive Desks 
Indiana Desk Co., Jasper, Ind. Six 
pege folder, in color, describing the 
No. 8000 Flair line of executive desks. 
(3) 


Steel Desks and Tables 

The Bentson Mfg. Co., Aurora, Ill. 
Four-page folder on Space-maker steel 
desks and tables, illustrated. (4) 


Desk Sets 

Bert M. Morris Co., 8651 W. Third St., Los Angeles 48. 
Four-color catalog covering Bert M. Morris desk set equip 
ment, including a new ball point pen set with the Morris 


Steel Office Furmture 

Haskell, Inc., 303 E. Carson St, 
Pittsburgh 19. Catalog No. 23, de 
scribing steel office desks, tables, modu r 
lar furniture, card cabinets, and other 


(6) 


items. 


VProwe it 
Vourselt 


Mi 


= 


For further information, use Reader Inquiry Card on 


Onion Skin Paper 

Esleeck Mfg. Co., Turners 
Mass. Prove-st-Yourself-Kit, 
ing samples of Fidelity 
papers. 


Falls, 
contain 

skin 
(7) 


onion 
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Reminders 


for every Record System 
Nu-Vise 


METAL SIGNALS 
for Vertical Records 


METAL SIGNALS 


for Visible Systems 


Yi Va” the” 


ihe 


No. No. No. 
04 09 O2 


Y, ” 


io) 


No. et 
08 
Vs ” M4 . 


Cellugraf 


PLASTIC SIGNALS 


for Visible Systems 


No. 80 Wo. 81 
\ 


%e" 


Crimpgraf c 


for Protected Visible Cards 


\\ 


VP ” 


TRANSPARENT 
RIMPED SIGNALS 


No. 60 No. 70 


VY, ” 
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Maptacks ror maps ano cHarTs 


.333 


_PLAIN » 


bor 


STRIPE 


— CROSS 


Free Descriptive Folders Sent on Request 


GEORGE B. GRAFF COMPANY 


54 Washburn Ave., Cambridge 40, Mass. 


1956 


For More Information From Advertisers Use Readers Inquiry Coupon on Page 104 


Today’s Business! 


These new Weldon Roberts 
Erasers achieve neater, faster 
erasing of writing from to- 
| day’ s electrically and manu- 

| ally-operated typewriters and 


| offic a 


| ball point pens and pencils. 


machines and from 
They save overhead substan- 
| tially by speeding and sim- 
of office 


plifying the work 


employ ees, 


Ask your stationer 
for demonstration NOW! 


No. 378 GRAYPOINT. 
Paper-wrapped quality 
gray eraser for ink 
typing. For typists, office 


and 


workers, draftsmen, 


accountants. » 


In convenient 
PAPER WRAP with 
PULL STRING for easy 
pointing 
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2 


; 
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Brand New Erasers... 


'| In Tune with 
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wusa Uahdon 
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BALLPOInNr => 
Walldon Robes Enanan 
No.38& MADE IN USA. 
_” renepenc 
| <a 


WELDON 
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No. 
GLOW. 


Hh GREEN 


Paper- 


wrapped soft green 
eraser for a wide 


variety of 


pencil 


and cleaning work, 


For office, 


drafting 


and . h ool use 


No 4 OBALL 
POINT CLEAN 
LY ERASES 
ALL WRITING 
of BALL 
POINT PENS 
{ND PENCILS 
Handy elliptic 
eraser of special 
texture, Alttrac- 
tive green color 


ROBERTS RUBBER CO. 


365 Sixth Avenue, Newark 7, N. J. 
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Chair courtesy Shaw-Walker Co. 


Office managers lean 
heavily (and safely 
on Flo-Tilt controls 


Nothing turns office managers grey faster than the 
sight of top brass suddenly hitting bottom when the 
tilt controls of their chairs give way 

This can’t happen with Flo-Tilt controlled chairs, 
however. A Bassick exclusive, Flo-Tilt operates on the 
torsion principle—using rubber encased under a 
40,000-lb. pressure instead of springs that can fatigue 
or break. Tilting action is easier, smoother, safer. 
Needs no lubricating. 

The Flo-Tilt control is a hallmark of quality on an 
office chair. Leading manufacturers use Flo-Tilt con- 
trols—look for them on the chairs you buy. THE 
BASSICK COMPANY, Bridgeport 2, Conn. In Canada: 
Belleville, Ont. 


How to tell a Flo-Tilt control 


There are no springs! Neat 
clean appearance. Cannot 


This rubber encased torsion 
cylinder controls the tilting 
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CLASSIFIED ADVERTISING 


Rates are I5c a word. Minimum charge $3.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. a 


For Sale or To Buy 
ACME VISIBLE RECORD CABINETS Use 7” x 11” card. Guaran- 
teed in excellent condition. Write us tor photograph, prices and specifica 

tions. Hart's Automotive Parts ¢ 1230 Market St., Chattanooga, Tenn 
WANTED—ALL TYPE OFFICE Machines, Filing Equipment, Office 
furniture, Kardex, Acme Postindex. Will exceed a manufacturer s trade 

in allowance. Write, Wire. National Office Equipment Co., 429 Broome 
St., New York, N. Y 


Business Opportunities and Services 


ELECTRONICS rn how to program business problems such 
Payroll, Accounts r | und Inventory Control 

puters Send for ‘re 

“Programming tor sit 

Educational Section, ines Annex, San 


THE WRITTEN WORD LIVES House Organs make sales, increase 
prestige, strengthen good will, Luther Kohr Enterprises Box 501, York 
Pa 


HAVING COLLECTION TROUBLES? Our payment-producing Collec 
tion Aids bring cash in fast! Sample assortment I ree f requested on 
company letterhead. Associates, Box 153, Green Bay, Wisconsin 


POOR PENMANSHIP CORRECTED in_ 10 hours wit Hand 
Guides. No failures. Details Free. “OZ, Box 665 (30P) ouis, Mo 


Positions Wanted 


FINANCE SUPERVISOR for publishing concern 1 year plus 3% years 
public accounting experience, 28 years of age - % B.A. systems improvement 
personnel $7,000.00 per annum O.M 


COMPTROLLER, EXECUTIVE ACCOUNTANT CPA 
Extensive t tio b r ind, 45, married. Over 1 years 
taxation, public-p t accounting and management experienc 


responsible | oO ing mutually advantages association 


USE INQUIRY COUPON 
NEXT PAGE 


WILL BUY FOR CASH 


USED BILLING & BOOKKEEPING MACHINES 


BURROUGHS Mode! #7200, 7800, M-215. M-222. M-235, M-806 
BURROUGHS—SENSIMATICS <FI00, F200, F300, F400 
NATIONAL CASH REGISTERS £1500. 1900. 2600, 6000 Ciass 
NCR. PROOF & ANALYSIS #22010 (123), 20417 (135), 22115 (145), 
22910 (24) 
NCR 3000 Class £30612 ('24—2K) 18 £340,000 & over 
N.C.R. INSTALLMENT POSTING #A2206 (64UP), A2207 (642) (621) (630) 
NCR 3/100 Class $31—10—10 (18) 20°' <4, 700000 & over 
SUNDSTRAND £28409! 2600000 & over 
REMINGTONS 2685 <sY175.000 & over 
BRANDT COIN MACHINES—Mode! 260, 61, 100, 101, 150, 200, 201 
KARDEX CABINETS Size 5x8 only 


Advise Complete Model & Serial Numbers 
for Our Quotations 


L. A. PEARL COMPANY 


BRyant 9-1459 Wisconsin 7-1220-1-2 
DEALERS IN USED ACCOUNTING MACHINES 


Dept. 3M, 140 West 42nd Street New York 36, N. Y. 


the Barkley Tab exclusive! Only Barkley 
Tab File Guides are angled and 
magnified to give you faster, 
more accurate filing and finding 
Durable File Guides of 25 pt. 

pre ssboard stand up under con 
stant use in active files. Available 
in letter and legal sizes with 


<> 


’ 
A to Z divisions from 25 to 3000 featuring the 


’ Harkley Tab 
Barkley Tab available in six colors also available 


ay) 


wa 


.L. BARKLEY & co. 
_ Manufacturers of Supplies “ 
W. Van Buren St. @ Chicago 7, atin 


Sold by leading slationers in 
your community 
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INQUIRY SERVICE 


. For Subscribers to OFFICE MANAGEMENT 


GET MORE 


| | INFORMATION 


On New Products 
Mss 


Obtain New Catalogs 
and Helpful 
Literature 


This service is provided for the con- 
venience of Office Management Execu- 
tives in obtaining complete inform- 
tion on the products advertised in 
this issue. Advertisements are identi- 
fied by their respective page numbers 
Fractional page advertisements are 
further identified by the initials of 
the advertiser 


Simply circle the 
respective numbers 
in coupon below 


Just circle the numbers on which you 
want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


we SEND OFF THIS BLANK... FOR PROMPT SERVICE 


OFFICE MANAGEMENT 
212 Fifth Avenue, New York 10, N. Y. 


Please forward to the respective companies, our request for 


further 


information on the items we have circled below. 


There is no obligation to us for this. We understand this is 
a service to us as a subscriber. 


- Number of Office Employees (all departments) 


104 


APRIL 1956 ADVERTISEMENTS 
s (Circle respective page numbers on which ads appear) APRIL 1956 
2nd Cover i) 70 04 FSW NEW PRODUCTS ITEMS, 
HP grad Cover wO sO OF TIKK¢ CATALOGS AND OTHER AIDS 
H ith Cover | ba | 05 EEB 
f2 s2 95 BBE (Circle respective item numbers) 
th ms | BS 05 MPE 
7 i | M4 rh A-l B-1 C-] ] 
s él batt) 97 WO! A-2 -2 C-2 2 
9 62 ao. 97 WAI A.3 B-3 C-3 3 
10 Os R87 TL 07 BI 
1} 4 87 GSS O7 TL A-4 B-4 ‘ ‘ ‘ 
12 65 &7 EDC 08 BMP 4-5 B-5 C5 5 
13 Ob SS PHI OS BIC A-6 B-6 6 
14 “7 RR HW OS Dh A-7 B-7 7 
15 Os Su oO CIT 
It ou 0 O98 1SC 
17 70 O1 MCC 99 NBS 
Is 71 91 CSA 99 SM¢ 
20 72 Ol NAC 100 
37 73 Ol TL 101 GBG 
3S 74 2 TS 101 WRE 
3u 75 03 GS 1O2 
44 76 03 TSC 103 LAP 
Ws 77 93 CCS 103 CLB 
16 78 TH 93 GRP 
17 78 PPP O GIA 
Name Title 
‘ April 1956 Issue, 
FA —v Office Management 
ae Address 
ic. om This inquiry form good 
City Zone State 


until May 15, 1956 


' 
’ 
op ' 
e . ‘ ' 
‘ 
4 ' 
' 
om ' 
; ' 
' 
‘ 
' 
' 
' 
i ' 
{ ' 
F ; . 
‘ 
' 
ee 3 
' 
' , 
’ 
‘ : y, --=- . ' 
a : 
es ' { 
ie ' 
wee ' 
“ : 
, » 
a“ ' 
' 
‘ 
a j ' 
f ' 
‘ 
' 
‘ 
en - ' 
' 
' 
‘ 
1 
| a —s—is—“CsSSCSCSCSCicS ; 
e ee ' 
' 
' 
' 
' 
' 
' 
' 
' 
' 
' 
' 
' 
' 
' { 
‘ 
' 1 
' 
‘ / 
‘ 
' 
' 
' 
' 
' 
' 
' 
‘ 
' 
' 
' 
' 
' 
' 
‘ 
' 
' 
: ' 
' 
. || 
ai 
ae. 
Ob oe q | (Fe om ee ws Lhe sina ; : 


that’s why she likes to work 
on NEKOOSA LEDGER 


Nekoosa Ledger is No. 1 on the paper parade with most 
bookkeepers! Its scientifically selected colors eliminate cye 
strain-—and its “‘built-in’’ strength withstands the wear 
and tear that results from constant handling and machine 
use. With special finishes for pen, pencil or machine, you'll 
work better on Nekoosa Ledger—one of the complete line 


of Nekoosa Papers for every office and every office need. 


Nekoosa Bond @ WNekoosa Ledger @ WNekoosa Duplicator fn Fo F= Ss 
New a Mimeo @ Nekoosa Manifold @ Nekoosa Offset j=) Fo 


Nekoosa Master ent @ WNekoosa Opaque 
and npamon ARDOR Papers 


NEKOOSA-EDWARDS PAPER COMPANY @ PORT EDWARDS WISCONSIN 
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Everyone in the othce appreciates the new 


Underwood Electric—it makes you look good 


so many ways! 


Production goes up 14% to 37% . typing 


fatigue is practically eliminated (electricity 


does the work ) on and every letter IS Crisp, 


sharp and distinctive! 


Besides, the new | nderwood Klectric looks 


so good itself. It comes in your choice of 


decorator colors that add new life and beauty 
to any othce. A wide choice of handsome type 


styles is available. 


ONE PARK AVENUE 
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